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on their trend. 

Be The textbooks and the periodicals listed in the biblio- 
"graphy were consulted. ‘The curricula of thirty-nine high 
| schools in Massachusetts were studied as well as the curricula 
“of ten high schools outside of Massachusetts. 
| The thesis shows that there is an incressing enrollment 


} in the social-business subjects and that the content of some of 


the courses is gradually being. determined. 
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Chapter I 


The Social Business Group of Studies 


There has long been felt the need for social business 
. | subjects in the secondary school. ‘The traditional business 
| courses have been bookkeeping and stenography, but with the 


idevelopment of a complex social order there has been the need 


¢ 


|for a better understanding of it and the social business sub- 


' 4 
D 


me sects have been developed to supply it to those who are enter- 
jing the business world. 

Following are a few excerpts from Lyon's "Education for 
_ | Business" that he has adapted with permission from "Proceedings 
lor the Stanford Conference on Business Education". A statement 
“ad from Owen D. Young states that: ‘The development of our phys-~ 
| teal sciences is more rapid than our social sciences, and so it 
iis especially important that from now one we have in the field 
c of business men broadly educated in economics and politics as 


well as men trained in the technical detail of business machi- 


nery." 
D. P. Fullerton, vice-president, of the Pacific Telephone 
and Telegraph Company, San Francisco states: "The curriculum 


should be so set up as to impress upon the student the past his 


tory of industry and its future, stressing the importance of its 
2 

relation to the world's growth and the demands of civilization.’ 

He further states that the student should be given a thorough 


groundwork in fundamentals of major subjects, and that his 


y 


_ | Lyon, Leverett S. Education for Business The University of 
| Chicago Press. Chicago. 1922. p. 65 


Be ihade To quo soe 


eronteud Secottibedd oat -toorton re “Bio s9.6 and on 


, os: been srt deed end sredt rtebso Laetooe xenon. * ‘e tnsmocs 
Pe «due egentend Ietosoe sed bas tL to antbns tere ber 0: thes 
| -tatme sts odw saodd of th yfqque o¢ hegoleveb need ovedt 2 

bitow eeonkaud ond 


Tot nolisogha"  ataoyd mort shite bigs wet 82 $%% acttwolLot 


enmibessortg mort goleetmreq Agi beiqsbe famed tort “aren 


=a 

* 
> 
ns 


Sc. OUD Seon heya no sonetette) hrotheds we 


a 


a, -evigq two to sasmqoleveD off) “stadt edged smyoy sd 0 
‘in 2 , . ¥ 

ay 7B e bus ,seonsitoe (shoot ayo nads Dbiqat etomyer © e909 Bo 
bialt en? ai sven ew gnovwem mMoml geaig 


a es edtitlog briv soimonoge af sete ovbe> Wibsord Bom seen oem 


re ~tdosm eesnteud to {tatsB: Pesinnioss aenity m2) Seatese. 


snoruelet ofiiosd sig to ,drebheeng-oviv ,emaes tii 
;' eal as so. tian im cain ae 
mulysoLtiso :aecete O96 foaaIdT ase .veegmo cqaigete 

‘ 2id tgeaq edd insbudge sdd mous seetemi of Ga. gu tee on ad 


Le 


A . Byi to sonkdsogmi sof anledetse Sumy sof Das yitegbat 40 yt09 


¥ are | 
nae 2 


py} ‘aotsestfitvio to abnsgmeb sf Dae iiKvot, etpinaw Bad Od sontates| 
(a4 D 


tiyyoro/i a gevin sd Sivodte Smehose. ois sand, seg se, Eats 


eid send Dre eu 


to yrlexevind oat dapeike 8 rot pare 
6a fe «ESOL. abe 


course should include economics and certain elements of account- 
Z 
ing principles. 
Charles H. Rowell, journalist, believes that a knowledge 


Blac industrial history is essential to an understanding of mod- 
ern labor skeutenne 

E. E. Barringer, of the General Electric Co., states the 
following about the worker: “He should be alert and possess a 


full realization of the meaning of his work and of the broader 


~ © 


opportunities for himself in the entire field of which his job 
is a PNY: 

The following is adapted by permission from Vanderlip's 
"Business and ducation" in Lyon's "Hducation for Business"; 
Wed. eeveeeese Conditions have vastly changed. A new order of 
- jequipment is demanded. The staunchness of character, the same 
l|intrepid will, today will play their part as they played it 
‘then, but in addition there is now demanded a breadth of techni- 
cal knowledge, a fund of specialized information, a comprehen- 
ision of intricate relations, and an understanding of broad prin- 
lciples which the conditions of a century or even a generation 
lago did not make La ndhakaen® 

Lyon takes the following from F. V. Thompson "Commercial 
| Education in Public Secondary Schools"; A few gquotstions from 
typical replies from New York business men may be given here: 
"A study of the fundamental principles of business, such as mer- 


jchandising, advertising, salesmanship, and business organization 


|lwould in general seem to be more valuable to young men than spe- 


Ibid p. 65 Ibid 
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’ IBidp. 68 Ibid p. 70 
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1 
cislization upon clerical subjects." 


The following is taken from a statement of William Green, 
Ditreaident of the American Federation of Labor in 1950:"T0o sum 
Jup, Labor suggests that the school curricula draw for its con- 
tent upon the facts of industry and industrial work, upon the 
‘| history of social and economic institutions and their economic 
B) progress, and that co-ordinated with such an instructional prog 
ram should go understanding of how to live and work with others 
so that each individual may reach the highest EEE 
Following is a table that shows wnat positions require 
social business subjects as a necessary qualification for enter 
ing and for promotion. It is adapted from Lyon's "Education 


oO 
for Business". 


Positions for which Positions for which it 
it is a requirement offersspromotional 
Subject for entering. training 


General clerk 
Shipping clerk 
Receiving clerk 
Stock clerk 
Messenger 
Office boy 
Collector 
Assistant book- 
keeper 

Entry clerk 
Ledger clerk 
Cost clerk 
Salesperson 
Bundle wrappers 
Cashiers 
Examiners 
General clerk 
Billing clerk 
Messenger 
Office boy 


Business writing 


Business arith 
metic a: 


sroid p. 74 Ibid p.89"106 
Ibid op. 76 
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Positions for whic 
offers promotional 
training 


Positions for which 
it is a requirement 
jfor entering 


Subject 


Collector 
Assistant book- 
keeper 

Entry clerk 
Ledger clerk 
Cost clerk 
Salesperson 
Bundle wrappers 
Cashiers 
Examiners 


#Business forms; Typist 
Billing clerk 
Assistant book- 
keeper 


Salesperson 


Commercial 
geography 


Shipping clerk 
Receiving clerk 
Mail clerk 
General clerk 
Bundle wrappers 
Cashiers 
Examiners 
Stock clerk 


Business Eng- 
lish 


File clerk 
General clerk 

Mail clerk 

Messenger or office boy 
Collector 

Stenographer 

bictating Macnine opera- 
tor 


Commercial law Shipping clerk 
Receiving clerk 


File clerk 


*Business forms, business writing, and business arithmetic are 
combined in the social business subject, junior business train- 
ing. 
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. Positions for which 
it &£s a requirement 
for entering. 

Sub ject 


A Salesmanship 

| 

’ 

mee: 

Bookkeeping Billing clerk 

Calculating ma- 
chine op*rator 
Assistant book- 
keeper 
Entry clerk 
Ledger clerk 
Cost clerk 
Bookkeeping 
machine opera- 


Positions for which it | 
offers promotional | 
training 


Calculating machine 
operator 

Collector 

Assistant bookkeeper 
Entry clerk 
Stenographer 
Dictating machine 
operator 

Bundle wrappers 
Cashiers 

Examiners 


Shipping clerks 
Receiving clerk 
Salesperson 
General clerk 
Bundle wrappers 
Cashiers 
Examiners 

Stock clerk 


Mail clerk 

Calculating machine 
operator 

Assistant bookkeeper 
Entry clerk 

Ledger clerk 

Cost clerk 

Stenogrupher 

Dictating machine opera- 
tor 
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Pas 


Positions for which it 
offers promotional 
training 


Positions for which 
it is a requirement 
for entering 


Sub ject 


Bundle wrappers 
Cashiers 
Examiners 


Another reason why social business subjects should be 


‘taught is that 90% of the manufacturing establishments in this 


‘country employ one hundred or fewer persons showing the necess- 


ity for an understanding of economic principles by the bulk of 


our population. Another reason for the teaching of social 
Musiness subjects is that because of the depression and lack 

of employment there is a tendency to take a general course in 
high school and to specialize in other institutions of learning. 


‘There are, too, large amounts of money lost every year by the 


American pudlic through stock frauds, embezzlements, business 

failures, and large sums of mou.ey spent on advertising and dis- 

tribution charges that could be greatly decreased if the public 

had a knowledge of the economic and social structure of today. 
The Junior High School 


The social business subject offered in the junior high 


school is junior business training. It is a combination of pen 


manship, arithmetic, and elementary business training. General 
ly, one day is spent on penmanship, two days on arithmetic, and 


two days a week on elementary business training. 
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The subject is of very recent origin. Its introduction 
is due to Frederick G. Nichols's "Survey of Junior Commercial 
Occupations in Sixteen States". Junior business training very 
probably exceeds all other social business subjects in enroll- 
“ment. Its proper place is the junior high school because it 
offers much infor:ation to the student and can be used for a 
suidance course, thus conforming to the aims and objectives of 
the junior high school. 


The Senior High School 


The social business subjects offered in the senior high 
‘ school are bookkeeping, commercial law, business orgunization, 
commercial geograpny, salesmanship and advertising, business 
| English and economics. 
Bookkeeping. Bookkeeping was first taught in the English 
Classical (High) School of Boston in the year iaageqe* At 
first it was taught to develop skill in bookkeeping but now it 
is taught for the understunding of business that it gives, as 
well as the skill it develops. 
Commercial Law. Commercial law has been included in the 
_ | curriculum for a number of years. It is mostly a study of 
contracts, agency, partnership, and negotiable instruments. 
Business Organization. Business organization is the sub- 
ject in which boys are most interested. This comparatively new 
subject deals with forms of business organization and with man- 


agement problems. 


Commercial Geography. Commercial geography has the lar- 


Inglis, A. Principles of Secondary Education. Houghton Mifflin 
Co. Boston...1918 p. 187 
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o) wealth of material contained in the course it is dirficult to 


| many students were entering the selling field, and have made 


for several years. It is included in the social business sub- 


gest enrollment in the senior high school. Because of the 


organize. 
Salesmanship and Advertising. ‘he salesmanship and ad- 
vertising courses in the senior high scnool are of recent ori- 


gin. Only recently have educators recognized the fact that 


provision for their needs. 


Business English. Business English has been offered 


jects bec-use of its aims and its problems. It is needed in 
all commercial occupations. 
Economics. Economics has been taugnt for a long period 


of time in the public high school. It was taught under the 


name of "political philosophy" in the English Classical (High) 


School in 1821, and in Massachusetts from 1857 to 1898 it was 


/ required by law to be taught in all the larger high schools 
1 
under the name of "political economy". 


The Junior College 


Business education was but slowly introduced into the 


junior college. Lyon states that the fact cannot be overem- 


phasized that the junior college movement was influenced by 
the universities and was thought of as a way of carrying on 
the conventional first two years of college <a 
Following is a study made by Lyon of one hundred twenty- 


eight junior colleges, showing the number and the percent of 


oid. ~p.“564 
2 

Lyon, Leverett S. Education for Business The University of 
Chicago Press Chicago 1922 p. 430-1 
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Bookkeeping and Accounting 
Economics 

Commercial law 

Salesmanship management 
Business organization and man- 
agement 

Commercial arithmetic and stat- 
istics 

Business English 

Banking and finance 

Commercial geography 
Advertising 


It is interesting to note that the subject that occurs 


most often in the senior high school, namely economic geog- 
raphy is almost at the bottom of the list in the junior col- 
lege. 
In the one hundred twenty-eight schools studied, there 
were one hundred seventy-nine commercial curricula offered. 
Following is a table showing how often the social 


business subjects are required in junior colleges. 


e 


Bookkeeping and accounting 
Economics 

Commercial law 

Business English 

Business organization and man- 
agement 

Salesmanship and marketing 
Commercial arithmetic and sta- 
tistics 

Banking 

Commercial geography 
Advertising 
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The above table was adapted from Lyon's "Education for 
As 


Business". 


In his book, "Junior College Movement", Koos points out 


that the “average amount of work in the curricula of commerce 


is 126 semester hours and this requirement is more frequently 


distributed to courses in accounting and commercial geography 


and less frequently to courses in money and banking, statis- 
2 


tics, the theory of investments and business English." 


Eels states in his book on "The Junior College" that out 
of 154 junior colleges offering courses in commerce, 79 offered 


courses in commercial law, 66 in business organization and man 
3 


agement, 58 in bookkeeping and 56 in salesmanship. 


The Business College 


The business college has been offering business educa- 


tion longer than any other educational agency. 


The typical 


course includes bookkeeping, commerical arithmetic, commercial 


law, penmanship, and business correspondence. Now, courses in 


business administration are being offered. ° 


| Ibid., p. 456 
7 2 : 
| Koos, Leonard V. Junior College Movement Ginn & Co. Boston 192 
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| contribution of mechanical skill to the job; now the aim is to 


| develop an understanding of the social and economic structure 


ee 


Chapter IT 
Recent Trends in Social Business Subjects 
| 
| 


At present there is a great need for an analysis of the 


'social business subjects in order to determine the content of 


the courses and their purposes and to correlate them with each 
other so as to form a complete program. ‘The courses have 


changed since first introduced. ‘Then the emphasis was on the 


| of the world with skill as a secondary objective. 


Development and Change of Aims 
Junior Business Training. J. 0. Malott points out that: 
"There are three distinct stages of adapting business education 
to the junior high school.......In the earliest stage, senior- 
high-school subjects were introduced in the junior high school 


in response to a rather vague desire for some commercial work. 


|} These subjects were taught very much as in the senior high 


school, frequently with the same textbooks, and by senior-high- 
| school teachers.....Iin the second stage, a variety of subjects 
persisted. The chief contribution was that the content was 
-made more appropriate for the junior high school level. 

"In the third stage, the need developed for a single « 
course to bring togetner the various phases of appropriate com- 
comercial education on a functional basis. In some places the 
content is little more than a fusion of penmanship, spelling, 


and arithmetic under a single title. In other places, these 


Eells, Walter Crosby The Junior College Houghton Mifflin Co 
Boston 1931p.494 
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| subjects supplement the general business information and cleri- 
. i 


training.." 


Junior business training no longer merely offers voca- 


| tional training to the drop-outs, but stresses guidance and gen 


| eral business information as its main purposes. Tonne-—presents;-—— 


the main topics of New York State's syllabus on elementary 
‘business training as follows: "(1) Meaning of business, (2) com 
munication, (3) recording and filing, (4) thrift, savings, in- 
vestment, insurance, etc., (5) bank services, (6) travel infor- 
mation and facilities, (7) organization for management, (8) pur 
chasing-ordering, receiving, and storing, (9) selling-advertis- 
ing, billing, shipping, (10) methods of payment, (11) personnel, 
(12) types of business ownership, (13) guidance-educational and 
Daca.” 

Bookkeeping. Bookkeeping was first taught to make book- 
keepers out of students. Now it shows students the manage- 
ment's point of view, the interdependence of office work, and 
the importance of accuracy. 

Commercial Law. ‘There has been very little development 
of aims in teaching commercial law. The same material is teught 
but there is some emphasis on the fact that there should be 
developed a need for a high standard in legal work. 

Business Organization. Business organization is a com- 
paratively new course and at present there is a great lack of 


|} uniformity in the method of treatment. Tonne says that “the 


|}more freouently treated topics deal with the formal organiza- 


Malott, J O. Commeré¢é@al Education in 1924-1926, United States 
20ffice of Education Bulletin, 1928, No. 4, p. 16-7 


Tonne, H A and i H Social Business Education New York 
aa University NY 1932 p.104 
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tion of large-scale business; organization, the various depart- 
. 1 


ments, types of business, and the like." They are the same 


si topics that are emphasized in earlicr textbooks. 


ay 


Commercial Geography. In 1925, York stated that the 
aims of the course could be summarized as follows: 

"]. To understand what nature has done for man. 

2. To supply such deficiencies as pupils may have of the 
outstanding facts of place geography. 

3. To lead the pupil to understand the physiographic 
factors of production and exchange. 

4. To give the pupil some insipent into the more important 
processes of industry. 

5. To acquaint the pupil with changes that are taking 
place in transportation methods and the economic significance 
of these changes. 

j 6. To give the pupil an elementary understanding of how 
Supply and demand affect prices; how transportation tends to 
equalize suproly and demand; how money and credit facilitate 
exchange of commodities. 

| 7. To develop power to grasp the meaning of statistics 
and graphs, and their use in determining business tendencies. 

8. To lead the pupil to understand that sound economic 
principles and not fortuitous circumstaness almost always de- 
termine the location of a particular commercial pipiens arent 

In a study of teachers' aims in teaching commercial geog- 


raphy made by Tonne in 1950, the above were included in one 


Ibid., p. 168 


2 Milier, J W Methods in Commercial Teaching Southy 
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-|form or another with the exception of the sixth. In the list 
} lof aims that Tonne made, he adds , to show the interdependence 


}of people, and to create an understanding of the problems and 
1 


J}and advertising was taught at first for its vocational value. 


_ | conditions in other countries. Thus it is seen that the socia 
Bi side of the subject is more emphasized today than it was in 1925). 
4 Salesmanship and Advertising. The course in salesmanship 
f 


At present, the trend is to teach it from the social point of 

view; teaching how goods are marketed, what things to look for 
a when buying, what is done to encourage people to buy, how goods 
ine advertised and what is good advertising. 

Business English. There has been little change in the 
motives for teaching business English. When it was first 
taught, grammar and rhetoric were stressed, as well as reports, 

|} spelling, letter-writing, and advertising. With the addition 
| of punctuation, these are still the subjects which are most 
important and most emphasized today. 

Economics. The aim of tnis subject has not changed. It 
teaches the laws and principles of world business activities; 
such as, supply and demand, the law of diminishing returns, etc 

Changes in Textbooks 

In some courses a change in textbooks has been made to 
conform to the trend of the times. 

Junior Business Training. In the junior business train- 
ing course as outlined in Nichols' revised textbook "The New 


Junior Business Training" we find that penmanship, business in- 


Tonne, H. 4. and M. H. Social Business Education New York 
University New York 1932 p. 171 
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| formation, and arithmetic are combined in one book. The book 


/emphasizes the correlation of writing and arithmetic with the 


| material on business information. The book stresses as well 
. fthe social significance of all subjects presented; for example, 
lEhe importance of the banking institution in its relation to 
our general economic structure and in its relation to the in- 
dividual. 

Bookkeeping. In bookkeeping, the change of textbooks 

to meet the change of aims has been marked. When skill was the 
main objective, the journal approach was used. Now when the 
management's point of view is uppermost, the account approach 
or the balance sheet approach is used. Textbooks have borne 
out this change. The earlier textbooks used the jounnal method 
of approach but the newer textbooks, such as the one by Bowman 
and Percy entitled the "Principles of Bookkeeping and Business” 
uses the balance sheet approach. 

Commercial Law. The textbooks in commercial law have 
seen little change. Contracts, sales, agency, and negotiable 
paper are emphasized in the textbooks. Material is supplied 
| for partnerships, corporations, and real estate to be used if 
| the teacher wishes. 

Business Organization. At present, the textbooks on 
business organization devote some time to the organization of 
| business as a whole, the different types of business, their 
Pfeuetinns , the problem of business, the different forms of 


| business organizations, and their relations to each other. 
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| the textboeks differ on the number of pages spent on each part. 


Commercial Geography. The commercial geography textbooks 


_} have changed. The earlier textbooks study each country and dis 


| cuss its products; the newer textbooks study each product and 


it and what geographical condi- 


state what countries produce 


tions were necessary for its production. 


Salesmanship and Advertising. There is no textbook 


On salesmanship and advertising that emphasizes the important 


| points of the course. ‘The textbooks that are written for these 


two subjects are written from the vocational standpoint, and 


the teacher adapts the material from them to meet her objectives 


Economics. There has been very little change in textbooks 


on economics. Most of them stress supply and demand, wages, 


money, interest, rent, and capital and labor problems. 


Business English. It is the tendency of textbooks for 


this subject to have the following sections: grammar, vocabulary 


-} building, punctuation, capitalization, and business letters. 
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Chapter III 
Enrollment in the Social Business Subjects 


The number of schools offering social business subjects 


| has increased. In the following table, the figures for 1919 
are taken from Lyon's “Education for Business". He bases his 
table on one hundred thirty-six schools. Tonne compares these 
figures with the reports of four hundred ten schools in 1930. 


Schools Offering Certain Social-Business Subjects in 1919 and 
1930. 


Economics 
Business Law 


Economic Geography 
Business English 
Business Organization 
Salesmanship 
Advertising 


It will be seen from the above table that there was an incresse 
of 15% in economics, 3% in business law, 3% in economic geog- 
raphy, 8% in business English, 14% in business organization, 
28% in salesmanship, and 1% in advertising. 
Estimated Enrollment 

The following table is from Tonne's "Social Business 
Education." He uses the figures in "School Life where possible\. 
That magazine reports that there were about 4,030,000 high 
school students in 1950 and that a study of 2,895,630 students 
showed that 5.08 per cent were taking nN a Therefore 


Tonne concludes that there were 5.08 per cent of the total 


Ibid., p. 76 
2 
Ibid., p. 73 
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} number of students studying economics. iWhere the magazine gave 


| no figures, Tonne based his on the United States Bulletin, Num- 


ber 35 of 1929. He states "according to the United States 


Bulletin, Number 35, 1929, the number of students reported to 


be studying business English in 299 schools is 14,279. These 


‘} data do not appear to be representative, for according to the 


data which were secured in the study of 410 schools with 256 
schools giving data on business English, the total number of 
students reported to be studying business English re 54,666. 
Assuming that the data secured in this study are secured in 
equal proportion for all subjects, a tentative judgment as to 
the present number of students studying business English may be 
made. Thus, if the 40,553 students of economic geography were 
4.8 per cent of all those enrolled in the schools studied, then 


the 354,666 students studying business English were 4.12 per cen 


of those enrolled in the schools studied. This per cent was 


used as a basis for determining the number enrolled in business 


English in all public schools. ‘This was worked out on the ba- 


Sis of this formula: 40,552:4.8:;:354,666:X. It is therefore as- 
sumed that 4.12 per cent or 166,056 students enrolled in public 
senior high schools are taking business English at the present 


1 
time." The figures for business organization, junior business 


training, salesmanship, advertising, and banking were figured 


in this way. A more or less accurate estimate could be made o& 


business law, economic geography, and the history of commerce. 


They were figured on the same basis as economics. 


Ard. 9 Dp. 73-4 
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1 
“Estimated Number of Students Taking Social-Business Subjects 


subject per Cent 


Economics 204,724 
Business law 106,392 
Economic geography 195,052 


Business English 166,056 
Business organization 16,5235 
Junior business training a ag FO 
Salesmanship 76,167 
Advertising 51,454 
History of commerce 7,204 
. Banking 1,612 


The following table shows the proportion of boys and 


girls enrolled in the social-business subjects: 


Number and rercentage 


Subject Boys Per Cent) Girls |jPer Cent 


Economics 9,295 48.5 
Business law 12,031 
Economic geography |15,418 
Business English 12,676 
Business organiza- 

tion 1,852 
Junior business 

training 1,557 
Salesmanship 7,746 
Advertising 5,295 
History of Commerce! 1,613 
Banking 149 


Read thus; In the subject Economics data were secured for 
9,255 boys in a study of 410 high schools. This was 48.5 per 
cent of the total number of students studied. Data for 9,852 
girls were secured. This was 51,5 per cent of the total 


‘a 
Ibid., p. 75 
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8 
number of 19,107 students. 


| From the table on the preceding page, it will be seen 
‘that there was 3 per cent more girls in economics, 15 per cent 


more in business law, 13.6 per cent more girls in sconomic ge- 
a 


ography, 26.8 per cent more in business English, 17.8 per cent 


|} more in junior business training, 5.6 per cent in salesmanship, 


1.4 per cent more in advertising, 12.6 per cent in the history 
of commerce, 9.6 per cent in banking. ‘The only subject in 


which there was a larger per cent of boys, was business organi- 


zation, and the per cent was 5.6 per cent. Tonne thinks that 


| the proportion of girls taking the social business subjects is 


greater because:"(1) the close traditional association of the 
social business subjects with bookkeeping, stenography, and 
typewriting which appeal primarily to girls: (2) the subjects 
are not taught in such a manner that they will appeal to the 
interests of boys: and (3) improper guidance from the home, 
from other students, or from the high school $ersictes- 

The following table will show the extent to which these 


subjects are required for bookkeeping and secretarial students. 


Bookkeeping Students |Secretarial Students 


me 


Economics ele 
Business law 
Economic geography 
Business English 
Business organiza- 


Per Cent 
of Those 
Offering 


Per Cent Number 
of Those 


offering 


Ibid., p. 79 
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Subject 


Junior business 


training 54 47 
|| Salesmanship 20 19 
Advertising 34 6 
‘History of commerce 19 20 
Banking 4 


From a study of the above chart and that of the esti- 
mated enrollment on the previous page, it will be seen that 
interest in social business subjects is by no means confined 


to bookkeeping and secretarial students. 


Place on the list for 


Estimated |Bookkeeping | Secretaria 
Enrollment |Students Students 


Subject 


Economics 

Business law 
Economic geog- 
raphy 

Business English 
Business organiza- 
tion 

Junior business 


PO 0 


training 
Salesmanship 
Advertising 
History of com- 
merce 

Banking 
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The above study shows that other influences are at work 


which cause these social business subjects to be of suffi- 
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better understanding of social and business conditions high 


the estimated enrollment list and low on the lists for 


' 
ay 


; 
he list for bookkeeping students, and fifth on the list for 


ecretarial students. 
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okkeeping students and secretarial students; such as economics 
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Chapter IV 


Junior Business Training 


Its Place in the Curriculum 


Correlation with Other Subjects. The junior business 


| training course is offered for two semesters in some schools 


Jand four in others, and is required of commercial students. 


| Some educators claim that it should be required of all stud- 


ents. The course can be correlated with many other subjects 


offered. It aids the course in business writing, because of 


the insistence on neat, legible writing of forms; the course 


jin business arithmetic by showing how necessary it is in 


| business; the course in typewriting, by explaining the use of 


different forms; the office machine course, by giving a knowl- 


| edge of business forms and by showing their purposes, the book- 


| keeping course, by giving a knowledge of forms, records, 


business organization, business terms; the commercial law 


course, by tesching the forms of promissory notes and checks, 


| the meaning of negotiable instruments, and the form and use of 


endorsements; the course in business organization, by telling 


about different types of businesses and their purposes, and the 


studies made of the duties of different types of clerks; the 


secretarial office practice course, by teaching the different 


Systems of filing, and business forms; the course in commercial 


geography, by teaching the meaning of business terms, and 


showing our foreign trade through the teaching of bank drafts; 


the salesmanship and advertising course, by teaching business 
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| terms, forms, letters, and types of organization; the course in 


economics, by giving a knowledge of business terms, practices, 


and forms. 


Correlation with the Cardinal Principles. Its place in 


the curriculum is justified because of its correlation with the 


Cardinal principles. The curdinal principles are the command 


of fundamental processes, health, citizenship, worthy home-mem- 


bership, worthy use of leisure, vocation, and ethical character 


It aids the command of fundamental processes by increasing the 


| ability to read, and by increasing proficiency in oral and 


written expression; health education, by showing demands made 


by vocations, by teaching ideals in healthful living and work- 


ing environment; by showing that health is the foundation for 


success in business; citiaenship, by showing our necessary 


participation in group activities, by increasing their ability 


to think clearly upon current questions in the economic, social} 


and political fields, by giving them an understanding of the 


machinery and functions of the govermment und its relation to 


the economic world, by developing an ideal of service to soci- 


ety and a knowledge of human relations in business, by develop- 


ing ideals for improvements of commercial relations; moral 


education, by drawing pupils' attention to problems of family 


relationships and vocations, by showing the rights and obliga- 


tions of different vocations, by teacning ideals of svortsman- 


ship and fair play, by forming habits of neatness, accuracy, 


and systematic prodecure, by developing a critical attitude 
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| towards the work accomplished; the worthy use of leisure, by 


| showing the value of leisure to the individual and the need of 


SP séme form of recreation after working; worthy home-membership, 
by teaching the students how to budget their income, the need 
and results of savings, by emphasizing thrift, by emphasizing 
the need of safe-guarding valuable papers, by showing then the 
} need of keeping an inventory of furniture; vocation, by showing 


the students the qualities necessary for certain positions, the 


duties, and promotional opportunities, by developing skill in 
| the duties of a junior clerk, by developing pride in a well 
done pige of work, and by developing neatness and accuracy. 
General and Specific Aims 
General Aims. The gener] aims of the junior business 


training course are to aid the pupil in discovering and develop 


‘ing any ability he has along commercial lines, to give the pupi 
who may leave school early a basic training that will be of ser 
‘vice to him, to give as much vocational training and informatio 
as possible concerning commercial occupations, and to make com- 
mercial education more vital. 
Specific Aims. ‘The specific aims of the junior business 
training course are to give information about banks and rail- 
Toads; to explain the duties of the filing clerk, the mail 


clerk, the billing clerk, the receiving clerk, the order clerk, 


the stock clerk, the messenger, the ledger clerk, and the ship- 


ping clerk; to explain the functions and uses of the telephone 


and telegraph, to tell how to send packages, to tell how to 
7 - 


| 


Cassessa, Juvenelia Junior Business Training in the Senior High 


School Eastern Commercial Teachers Association Third Year Book 


g try vyisqow ody. 


‘to ‘been ond baa Lesbivitat edgy ae emus tefl 4 


ot r 


7 
in en a) 


ga litres rodte wogneto6 20 m6 


~cideredmem-emod yadtow 


been eat Jenoorkt rhont Senbud of wer) esneoyde € zi 
e c. Be 


gulsiseiqn ra 3 Thearid an isLesciame vd egatves | 2a edLuuert 


eos mens Rniwonlk YG . eg nc eldeul sy an Liasyeotee, 10 boon 


> eb tie 


bon tee ie I 7 bs x = i Ine e. ad —- om . 
ir 7s eVOLTHOSS DOB SESMTsSNn BALGOLOeVeD Fa DHS) xe 1OV 
Le . 

Be 
a mk obThoege . br Casened 


oo 


{ coven of” semtA Lecerted ie 


oe 


‘agoitesov doum Be ev ts ot eald oF 8 


900 Laeioyenmod paEtmissioo v1stea09 


«LBC EV SOM nolscouhe, Ls ton 


Mb PEE Os GQ : 3 Bi 2 BG rs 2 Et tosga 
oe ee ee 


S, p>. 


wi0tat svig of ets SaTHeo) 


aig , ‘egies cont ont peer qounn, 


mnoksonet orf vtelexe on; stank 
gra ‘ £ 
biiek o¢ wod Lied oF 5 ‘eteorae! 


ts ke ay 


eeenienuh xo Br 


ereroue T Labonesamog if 
Aine 0 Aes a: 


sabe 


Tsend and carry money safely; to tell what experience and train- 


jing are required for certain positions; to explain the use, form, 


fand legal significance of checks, invoices, receipts, notes, 


to teach a few elementary principles of 


-|statements, and drafts; 
investments, insurance, and taxes; and to show some of the prob- 
lems of management. 
Educational and Vocational Values 
Educational Values. Junior business training imparts 

_|knowledge by teaching about the needs and uses of banks, invest- 


ment houses, railroads, insurance, ways of sending and carrying 


money, and the duties of various kinds of clerks. It develops 
attitudes, by showing the students the problems of the manage- 
ment, the functions of the various types of business organiza- 
tions, the necessity of ideals in business, home problems, and 


by showing that neatness, promptness, and accuracy are desirable 


and essential qualities. It develops skill in penmanship and 
arithmetic, in filling out business forms such as receipts, notes 
bills, and stock records, and in filing. 
Vocational Values. The junior business training course 


develops vocationa: values by teaching the use of forms and the 


promotional opportunities of various positions. It gives a 


brief glimpse of management problems. By teaching the purposes 
of banks and insurance companies, it gives the student an oppor- 
tunity to understand the problems of capital. 
Equipment Required 


The course does not require expensive equipment but it 
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| does require a variety of material. There should be telephone 


4 directories, both the classified and the business men's, the 


city directory, telephones, both the dial and the French form, 


‘| business forms, time tables, bills of lading, telegraph blanks, 


postal guide, filing equipment, postage scales, stamping ma- 


| chines and mailing machines. 


Class-room Methods 


All of the class-room methods, lecture, drill, recitation 


| problem, and project, are resorted to in teaching junior 
|} business training. The lecture method is needed occasionally 


to supply a background for some of the subjects discussed as 


banking and insurance. The drill method is used when srithme- 


tic is taught. It gives them practise applying new rules and 


} an opportunity to ask questions concerning their application 


and use. The recitation plan is used when reviewing material 
and discussing new material. The problem method is used to 
show the best applications of the principles learned. The pro- 
ject method is not used very often. 

Tests 
Of the two types of tests, the essay and the new type test, 
the new type test is better suited to the subject. The essay 
test is difficult to prepare in such a way as to make sure the 
pupil will understand what is wanted. It is impossible to have 
Standard answers because of the many interpretations that can 
bé given to the questions. Because of this, they are very 


difficult to correct fairly. Although it takes longer to pre- 
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| pare a new-type test, the time lost will be gained in the mark- 


| ing because the answers will be either right or wrong. ‘They 
see fair tests and can be so written that they cover all the 
Beapertant facts. They are very easy to give. They may be dic- 
i tated or mimeographed. They generally are too long to be writ- 
;} ten on the blackboard. 

Available Texts, with Analysis of One 


The available texts are as follows: 


‘| Brewer, Hurlburt and Caseman Elements of Business Training 
a Ginn &«& Co., Boston, Mass. 


i} Crabbe and Slinker General Business Training 
Southwestern Publishing Co. 


} Jones & Bertsche General Business Science 
Gregg Publishing Co. 


| Kirk, Waesche and Buckley Introduction to Business 
Kirk and Waesche Junior Business Training for 
; Modern Business 
John C. Winston Co. 


macnols, F. G. New Junior Business Training 
| American Book Co. 


| Wilkes, York & Terrell Elementary Training for Modern 
Business, Revised 
Ronald Press. 
Analysis of Text. The text to be analyzed is "New Jun- 
}ior Business Training" by F. G. Nichols. 
The text meets the aims of the course by giving material 
on thrift, budgeting, records, business forms, banks, filing, 
| directories of information, how to send and carry money safely, 


the telegraph, the telephone, and the duties of various clerks. 


By giving the above material the student becomes acquainted 
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With the business world enough so that he can tell whether he 
pea” 14.16 it or not. By giving information on forms, the stud- 
eit is helped, who finds it necessary to leave at the end of 
ee ninth year. 

Bit: The subject matter is arranged in pedagogical order. The 
| vocabulary is suited to a child in the eighth and ninth grade. 

| all tne illustrations conform to modern business. The subject 
Patter is complete and errs more on the side of too much mater- 
| 4a. 

There are a sufficient number of illustrations. There arg 
| approximately one hundred fifty of them. As there are three | 
| manarec eighty-four pages in the book, this gives an average of | 
i A Bout one picture to every two pages. In the chapter on filing] 
| pictures are given or the various types of files. There are | 
ery good illustrations of forms given. ‘The illustrations are | 
| clearly printed. 

The type is very good, but because the lines are close 

| together the page presents a crowded appearance and is difficult 
| to read. The book has a three page, double column index cover- 
| ing all the important points. 

| Tests on the book may be obtained from the American Book 


| Company. A manual is provided, and many of the suggestions in 


it are valuable. 


a 


Summary 
The course is ordinarily given in the eighthand ninth 


grades. It is required of every one in the eighth grade and 
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grade. In Boston, it is offered only in the ninth grade and 
student must take either that or algebra. It develops att 


tudes towards business that are valuable, and teaches forms, 
| with which every one employed in an office should be familiar. 


an 


The aims of the course are to give as much information as poss 


ble, to help the student determine whether he is fitted for 


| business, to help the student become acquainted with the impor 


ant business services such as railroads, banks, insurance come 
“a 4 
\ 


‘| panies, and express companies. No expensive equipment is re- 
“ rt 
quired as directories and forms are the most important things 


| needed. All class-room methods may be used but the lecture 
ia , 


| method is used the least and the project method the most. The 


U 


| mew type tests can be used to great advantage. 
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- Chapter V 
Bookkeeping 
Its Place in the Curriculum 
Most schools offer bookkeeping in the tenth year. The 
| year's work covers the course as far as partnerships. It is 
| generally required of commercial students because of the knowl- 


| edge that it gives of business terms and the management point 


| othe offer only one year. 

| Correlation with other Subjects. Bookkeeping may be co- 
| rreiated with many other subjects. It aids the English course 
Try insisting on good English in the reports and statements; the 
| shorthand course, by making the student familiar with business 
‘| terns; typewriting, by teaching forms and terms; economics, by 
| teaching meaning of terms and giving the management point of 

| view: commercial law, by telling what partnerships and corpora- 
4 | tions are and how they are formed, ana the form and use of nego 
| tiable instruments; salesmanship, by teaching the meaning of 
Rare and the forms of business organization; commercial geog- 
‘| raphy, by teaching the meaning of terms; secretarial office 

| practice, by giving a knowledge of business forms and accounts; 
‘}ousiness organization, by teaching partnerships and corporations); 
‘office machine course, by teaching controlling accounts, the 

| meaning of business terms, the purpose of the books of original 
entry and final entry. 


Correlation with the Cardinal Principles. Courses 
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asad correlate with the éehatheat pai net pies” in buane ye bait 
‘fy their position in the curriculum. It aids the command of 
aancntal processes by increasing the ability to read, write, 
fend cizure arithmetical problems; health, by showing the necess 
Vaty for clear thinking in bookkeeping and the need of a healthy 
Body: Civic education, by teaching how companies are organized 
and the necessity for good laws to control them, by teaching 

] then how to read a balance sheet and lessening the chance of 
aaicl ne foolish investments; moral education, by showing the 

| need for honesty when making entries and the effects of dishon- 
1st entries, by forming habits of neatness and accuracy; the 


B worthy use of leisure, by showing the need for leisure, and re- 


1 


| 


_ | teach enough about the theory of accounting to prain good led- 


|| laxation after the duties of the day are accomplished; vocation 


by preparing students to be able to keep a set of books, to 


. clerks, entering clerks, cashiers, office machine operators 
a 
7 


| and to provide a background for promotional opportunities. 


‘4 
4 


| pare students for office positions, to prepare for promotion, 


General and Specific Aims 


General Aims. ‘The general aims of the course are to pre- 


to give the management point of view, to show how and why 

business organizations become more and more complex, to train 
for good citizenship, to give the pupil, who may leave school 
my eetore completion of his secondary school education, knowledge 
enough to fill the type of position opened to him, to develop 


desirable character traits such as neatness, punctuality, and 


nebro ab eafa toatnc 


A 
i .™ a 


TeMmIOo ena ebie +y i te 


beet od yobs ide sag oactewor an 


pe a el o> 
) , ‘¥ es é 
eeooet etd antwode yd wid iser ‘emmsdcigit bel silane § Sao tt | 
yitieed.« Yo Been sat Sa8 ahiasesioed at pobialed teat <6 yw 


Heainanto ets esimeqmoo wo santdossed ee 0 2965188 g 


gmkiiszes yd .msad Lortnos of ewsl boon 69 vtee 


be h T 5 .2 sat 
10 sonento sos sainseesel Bae tgaante essthelad : swan he 


me ? of - 
eis E «| i “ ‘e 
yn os . y . ; , a , 


- 


se WORE YC , (SHOU LE ‘vom ~ BinemJzsval cakfoot - 
a 

ane let {> Eefoeatrt we Ee NTE eaftite. scien asew vies rf 

<8 =*lVirads OG B99 £ 1s Clits BS LU UHS ce a C-merw ¥ 2enco 16. 


; ‘ ; Nie Uf oe i 
ha Ons ,; VOSTHOOL Dork BBbengeen ‘to -etican wetarot ¥d .&sivine 2 
~ “91 fas ,owseiol sol og6n oid Bedwode yo [oaietel to gag” 
-berk&ilgeeose ese web edd 260 2eteeh eddie) tte 


Bxood Ic Jee # dsex CP efds ed of ecdteiide nol a 


a 4% 
vt ; i 
Oo enidoam 6a! ) ,etetiless ,eiqgelo aeitedee ie doen 
; ; mire . . oe a ve ; : <s! , otal 
inwiroago Lavolsomexy 10'l boasorpdlosd @ sitvoaaq og f18 
ae. i i \ 
ening Obiiseod bans Lestaned 
. 7 ‘ ae ‘ . Oe a 1 
S%8 seivoo ocd to Orts Lavenen eri pints Lsten8o | 


roig Tok ersqesc- OF  enoktieoq Soleo wet eh 
bus vod wode ov: gweiv to iniog Sitmesanem ont | 


‘ul 
1g erolgmoy oe 7oH One swoon emoond etc tax titegao” Wt aut as 

a ‘ 
veel ys onw .fiquq edd svin o¢ chiens SELES sich 


oF nid of Benego aokgteaq to qty ons tet of 


Mes ee 


sy ,feoudgen. es House attend rosplanaite ae: 


- 
. 
~~ 

4 


=-38- 


Bireity, to develoo the douse of analyzing, and to show the 
| importance of details. 
. Specific Aims. The specific aims of the course are to 
iow the importance of bookkeeping to the business man, the 
and form of the balance sheet and profit and loss state 
| ment, how to keep books, the purpose and use of controlling ac- 
Rieunts, the accounts peculiar to manufacturing and corporations 
| partnerships, and single proprietorships, manufacturing state- 
| ments, knowledge of business terms, the books of original entry 
| posting, and the trial balance, closing and adjusting entries, 
| deterred charges and credits, accrued income and expense, habit 
_| formations, and the use of business forms. 
i” Educational and Vocational Values 
| Educational Values. The course develops knowledge by 
Bieaching the student more of the social and business order, 
and accounting principles; attitudes, by teaching the value of 
_| neatness, industry, orderliness, good habits, and the manage- 
| point of view; skill, by teaching the students how to keep 
| books. 
Vocational Values. The vocational values that the course 
Mi teaches are accuracy, neatness, skill, business knowledge, 
business attitudes, punctuality, a marketable skill, and pro- 
“motional values. 

Equipment Required 
Very little equipment is required for the course. Forms 


and bookkeeping records could be collected from companies to 
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Class-room Methods 


At various times all of the class-room methods, lecture, 


| aril, recitation, problem, and project methods are used, but 


‘| the lecture method is used least often. ‘The drill method is 


gle 


| usea to give the student practise in applying new principles. 
|} The recitation plan is best suited because it gives a chance 


‘| to the pupil to work. Under this plan, the inductive method is 


| used, which consists of preparation, presentation, comparison, 


| generalization, and apolication. Bookkeeping is a subject that 


3 is built up in a logical order and the inductive method makes 


it evident. 
Tests 


Essay Tests. Essay tests are used to test the students! 


knowledge of theory. However, true-false tests, completion, 


matching, and multiple choice tests are used to a great extent 


and are becoming very popular. The new type tests are better 


% than the essay tests because more subject matter can be covered 


Ajthough the essay tests are easier to give, the new type tests 
save time and energy by having only one correct answer. ‘The 
matching tests are used to test journalizing and the other 
tests for theory. Short tests at the beginning of the period 


are used for the purpose of reviewing. 


ge oC 
wodte oF ‘bie 1 to ed yen exood 


mwo esi JED aa ag latont- 1g aatyeossiead 's 
es 
ae 


a 


moot=eeslo 


add to [fe eomts ‘E40 


nd aig “ 


i a . Jud .Dbseu ets eSodtem Josfoig Dis  meidotg saien ier 


at - - ne pew St 7 . eacr oa - * r ‘ a, ‘ Fa r 7 Sa s 
- q1oeixys¢mes ,goigsinasese1q .Aolgeiusqe1g IO egatenoS Hokaw 
L : 


ey Jans Joofloue @i Bits Sunood -MO(TS9VILOCS, BS 
hy eeiam Dbodsem evivoubit si} Gre asStie [eotsor 2 at 
n - 
4 «Seb 


_ k ae r 
‘ 


stnhebuse eft test ot bese ste etvesy yares BSE SASES” a | 
7 — - - ‘ 


“ 
. 
+ 


in ae aS +e 
[ : r P 5% . cfeV?.ware > , - a z tw eager 
‘ . LGIotL It OUD ,eveOd VELS IM ONY ISVowor Ys vd ° enbs f 


" J ie gaety 2 oF beast ots, etas< fond siqiginum bas. an 


| aqsdtec ere aedJesd eqyst won edt .telugeq Yisv¥ snimoced gas, 


‘s leteos sqyd won ed¢d ,svin od Sesterss ots edeey Yeees et 


= > 
7 
wy 
» ™ - t = 7 at 
‘ er 15 wa DE 9 SIC LG1O fiv¥vSm % Ve ‘tense 
ii Lh 
Le teil ae. aie 
, oo . + aie 4 octe . eat + (ap aa 
Tense Sic pits Mi LS Liles if JEsTJ Oo] DSeeW ets Buk oF 
: ¢ 


hboiteq efit to painnined eff Je ateod Jone + toods to1 ave od 


Available Texts with Analysis of One 


ander and Lenhart Introductory Accounting 
Rowe, 1950 


\ltholz, Nathaniel Modern Bookkeeping Practice 

} First Year, Second Year. 

has a Lyons and Carnahan, 1930 

Baker and Prickett 20th Century Bookkeeping and 

PScov’ Accounting, revised 
South-Western Pub. Co. N. Y. 1928 


‘Belding and Greene Rational Bookkeeping and Account 
| ing 

Elementary Course, Advanced Courste 
Gregg. 1927 


Principles of Bookkeeping and 
Business 

Elementary and Advanced Courses 
American Book Co. 1927 


Practical Bookkeeping 
Allyn and Bacon. 1908 
4 POS * 
|Blwell and Toner Bookkeeping and Accounting 
Baty: Elementary and Advanced Courses 
Ginn 1926 
Finney, Harry A. Accounting Principles and Book- 
pyr keeping Methods. Vol. I and II 
Holt 1924 


Fundamentals of accounting 
Revised 
Ronald Press Co. 1930 


Bookkeeping and accounting 
Vol. I & II 
South-VJestern Pub. Co. 1926-7 


Bookkeeping and Accounting 
Macmillan 1925 


Accounting Theory and Practise 
Units I and II 
McGraw-Hill, 1918 


Accounting Problems 
McGraw-Hill 1922 
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-Rosenkampff, Arthur H. Bookkeeping Theory and Practise | 
¥ New York University Press 1919 | 


ii _Rosenkampft and Wallace Bookkeeping Principles and Prac- 
: tise 

Introductory and Advanced 
Prentice-Hall, 1925-9 


“Saypol, Julian H. Principles of Modern Bookkeeping 
Rowe, 1929 | 
| | 
| ‘Seovill, Hiram T. Elementary Accounting, Part I | 


Heath, 1924 


Analysis of Text. The text to be analyzed is Bowman and 


| 
y | 
- Percy's "Principles of Bookkeeping and Business". The text 
| recognizes the aims of the course by emphasizing the purposes 

| ment and by using the balance sheet approach which keeps the 
| ’ i g 

, purpose of bookkeeping ever in mind, that purpose being that 

| books are kept so that business men will know the changes in 

| business and the causes of them. 


The book is arranged according to pedagogical order. It 


modern and conforms to present day conditions. It uses the 


‘| balance sheet approach which is the most up-to-date one. It 


iY 


| is complete and gives an abundance of material. ‘The problems 
are arranged to stress the points taken up in the chapter. 
The illustrations are sufficient in number. Whenever a 


difficult point is taken up for the first time, there is a 


| e2tsoons brie yroedl u gmfyso¥sood — 
“SiG eae1d 4 rewevind Oy welt! ti 


=oatt hrs eolatontsd argootoog, 


De ome VDA Das ¥ 
Spel ,tiak 


Keak y Lens oC i VKOU ORL otxeT ‘to eneytens 


is 


eelqtonkst” | atya af 


ves 


{ arre 


=~ 


mit elles 
sao 


Bit OTE 9 - aed 


"3 


dasorgge 
ty: 


eevta Dire svoignos ¢ | 
HEOUIE OF Rogers et is 
e no bes easi se sat! 


sol qu asdsd Bh datoq atva 


-42- 


7 7 
Li 


By 
«Wag 


Micthought out example to illustrate it. In presenting clos- 
Fine the ledger, the illustrations are placed close to the 

| ied matter on it, making comparison of the illustrations 
eo the text easy for the student. The illustrations are up-to 
laste; for example, the illustrations of the cash book show 

| the form that is used in business offices today. They are well 
| printea, and of a good size. They are easy to read and under- 
| stana. 

The type used in the book is excellent and the spaces be- 


so 
aia the lines are wide enough to show each line distinctly. 
make: 


| 


It is attractively arranged; it is a good size; it has a dura- 
7. cam) : 

Bee, Pending and an excellent index. 

There are tests provided at the end of each section, ap- 
fn 


| proximately at the end of every three chapters testing the ma- 


ay | 
aS 


i 


|terial taught in them. 
| 
! The book is written by two authorities in commercial edu- 


_|eation. Mr. Bowman is head of the Department of Commercial In- 
Mv 


_}struction at the High School, Girard College and Director of 
Department of Methods for Commercial Teachers, Temple Universi- 
lty and an instructor in the Summer School of Boston University. 


Professor Percy,is a Professor of Accounting and Director of 


(courses for Commercial Teachers, College of Business Administra 
ieion, Boston University. He is a Certified Publie, Accountant. 
Summary 

The bookkeeping course is offered in the tenth, eleventh, 


and twelfth years. It can be correlated with many of the other 
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wb jects in the curriculum as well as with the cardinal prin- 
iples. The aims of the course are to teach business terms, 
0 teach the management point of view, to give a complete pic- 
ture of the bookkeeping department, and to teach a marketable 
gai. The values are that it shows how financial statements 
ar written and that it teaches students how to rezd them, that 
Rt teaches the far-reaching effects of mistakes, and that 
teaches the value of neatness, accuracy, and promptness. Very 
Little equipnent is required. Forms and records should be 
kept up-to-date. The recitation method is probably best 
‘su ted to the course. The new type tests have gained great 


favor with bookkeeping teachers because they can cover a large 


» 
| amount of material in a short time. 
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Chapter VI 
Commercial Law 
Its Place in the Curriculum 


Out of three hundred seventy-one schools asked, Tonne 


Correlation with Other Subjects. Because the course is 
|not given until the twelfth year, little correlation with other 


| subjects can be made. It correlates with mathematics, by devel- 


‘| oping logical thinking; with accounting, by teaching the conse- 


| quences of ignoring legal procedure in presenting checks and 


ie 


| ana with economics, by developing the power of logical thinking. 
Correlation with the Cardinal Principles. A course should 
be able to correlate with the cardinal principles to justify its 
| position in the curriculum. Commercial law correlates with 
Realth by teaching the value of alertness and clear thinking 
; both of which depend on a sound body and mind; with command of 
W the fundamental processes, by increasing the ability to read and 
| understand dificult problems; worthy home-membership, by 
teaching the law involving the home such as wills, and the own- 
ership of real estate; vocation, by creating an interest in law 
MH Wich might lead to the choice of law as a career or by provid- 
ing an accountant or bookkeeper with the necessary legal infor- 


mation regarding his records; civic education, by giving the 


: ahs inhaseednsabis - 
| Tonne, H. A. and M H. Social Business Education. New York. 
| New York University. 1952 p. 82 
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| later they may be able to vote more intelligently on matters 


| pertaining to the courts; by teaching respect for the law, by 


‘| tion, by building up ethics, by developing caution and self-re 
| straint. 
General and Specific sAims 
; General Aims. The general aims of the course are to 
teach the student how to avoid legal difficulties and to show 
] him when it is necessary to consult an attorney, to teach a 
| proper respect for the law and to show the student the need fo 
| amprovement in our legal system. 
| . Svecific Aims. The specific sims of the course are to 
teach the students the principles of law, especially those of 
| commercial law, to teach them how to use the simpler legal 
‘| forms that do not require the services of a lawyer, to teach 
a the organization and functions of the courts, to awaken a de- 
sire to improve tne legal system, to give a knowledge of legal 
terms and phrasing, to show the students when it is necessary 
to consult a lawyer. 

Educational and Vocational Values 
: Educational Values. ‘The educational values of the course 
are the knowledge that it gives of the law on contracts, agency), 
Sales of real estate, partnerships and the functions of the co 


court. The attitudes that it develops are of educational ¥Val- 


ue; for example, showing the student that laws are an agency 
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é of the people and showing the effect of an individual's con- 


Boe Vocational Values. The vocational values that it gives | 


are the information about law, knowing what situations need a 


Equipment Required 


A teacher of commercial law should have a good law dic- | 


{ 
‘| tionary and encyclopedia, a collection of statutescof the 


‘state, and copies of other secondary textbooks on law. 


Class-room Methods 


Of the class-room methods, lecture, drill, case, pro- 
_ ject, problem, and the textbook method, the textbook and the 
ut 


case methods are the ones most used. ‘The lecture is too tire- 


some for the high school student and it should not be used ve- 


ry often. The drill method is used after a new principle is 
| learned to give the student practice in applying it. The case 
method is popular and interesting. The project and the prob- 
| 


“| 


| the student think out the principle of law involved, it shows 


lem methods are seldom used in teaching commercial law. The 


A% 


advantages of the case method are that it is inductive making 


the student how legal principles have developed, and it pro- 


vides material for discussion. When the textbook method is 
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the student is given cases to apply the principles 
| learned. The disadvantage is that the student has no opportun- 
: to see how law developed. 
Tests 


The essay test has very little place in commercial law ex 


' Cept to test the principles learned. The new-type test may be 


used for the same purpose. The best test is to give the stud- 
: ‘at a case to apply the principles he has learned, testing his 
ability to do it. 

Available Texts with Analysis of One 


The list of availabe texts is as follows: 


Business Law 
New York, The Macmillan Co. 


‘ Conyngton's Business Law 
New York, The Ronald Press Co. 


| Burgess, K. F. Commercial Law 
‘ New York, Lyons and Carnahan 


Elements of Commercial Law 
New York, Ronald Press Co. 


| Conyngton, Thomas Business Law 
! New York. Ronald Press Co. 


| Cowan, H. E., Shea, M. Commercial Law by Cases 
| and Mason, G. New York. Henry Holt & Co. 


‘| Dillavon and Howard Principles of Business Law 
| New York. Prentice-Hall Inc. 


4 ¢ 


| Buffeut and Bogart Elements of Business Law 
| Boston. Ginn & Co. ~ 


Commercial Law Cases 
New York. G. H. Doran Co. 


Commercial Law 
Cincinnati, Southwestern Bub- 
lishing Co. 
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Selection of Cases on Commercial 
Law. 
Baltimore. 


H. M. Rowe Co. 


American Business Law 
New York. D. Appleton & Co. 


Questions and Cases in Business 
Law 
New York. American Book Co. 


‘Phompson and Rogers Gano's Commercial Law 
Lo New York. American Book Co. 


Business Law. 
Boston. Allyn and Bacon 

Gor. 

Welch, A. W. Problems and Questions in Com- 
: mercial Law. 

New York. Gregg Publishing Co. 


} Whigham, Wallace H. Essentials of Commercial Law 
His New York. Gregg Publishing Co. 


Bach. Analysis of Textbook. The book analyzed is Thompson and 


Rogers! "Gano's Commercial Law". It meets the aims of the 


| course by giving information about law and by giving the stat- 


-} utes that are involved in the questions of today. It covers 


| contracts, sales, agency, and negotiable instruments the sub- 


| jects business men are most interested in. It covers, as well, 


| subjects that every citizen should know; guaranty, bailment, 


} insurance, real property, fixtures, partnerships, corporations, 


“and bankruptcy. It explains about courts and their jurisdic- 


tions. 


eo The subject matter is arranged so that the most import- 


ry, A = 
a ae ee. 


ant material comes first-namely: contract, sales, agency, and 


| negotiable instruments. The vocabulary used is one that sen- 


iors should understand. The cases in it are modern and ques- 
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ns are given at the end of each chapter. 

. There are not many illustrations in the book. The few 
t are given are well-printed and up-to-date. 

‘ bbe The book is printed in a good type and the lines are not | 
close together. The important points are printed in a hea-| 
“black type that makes them stand out. Side-headings are 


. 
| 
| 
ised, making it easy to see to what topics particular RESOURCE 
| 
| 


‘should be paid. There are eight pages in the back of the book 
‘containing definitions of legal terms. ‘he index has twenty-oneg 
pages with two de dnuins. on each page. 

1 The book is written by two well-qualified men. Mr. Rogers 
‘jas a member of the New York Bar and a Lecturer at the Albany Law 
| School. Mr. Thompson is Associate Principal of the High sence 
Pend Supervisor of Commercial Education, Mount Vernon, New York. | 
Summary | 
7 The course is generally offered in the twelfth grade. | 


‘| Because it is not given until the last year, it can be correla- 


. ted with only a few subjects; the principal ones being account- 
q ing, arithmetic, and history. Vocation, character, citizenship 
| and home-membership are the cardinal principles with which it 

| correlates. The principal aims of tiie course are to teach the 
| rignts and obligations of the individual, to provide a course 

| for those who intend to be accountants, to whow what forms may 
be filled out without the advice of a lawyer, and when a lawyer 


should be consulted. It develops important educational and 


| 


vocational values by showing the evolution of the law, by trsin; 
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i the student to pick out important points, concentrate, and 


Lal 


velop reasoning powers. Every teacher should have a good law. 
a) ; 


etionary. The textbook method and the case method are used 


most. Cases are the best tests that can be given. ‘They 
i) ine * ¢ < 

eemine if the student can really apply the principles that 
Pmewesuecy. ‘ 

pas learned. 
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Chapter VII 
Business Organization 


Its Place in the Curriculum 


The course is generally offered in the tw-lfth grade for 


i 


| one semester. Out of a survey of three hundred seventy-one 


‘schools, fTonne found that two schools offered it in the tenth 


é, 


grade, twenty-eight in the eleventh grade, and sixty-five in 


i a i 
| the twelfth grade. 


¢ hee 
1 
| 


| so late in tne high school, there are not many subjects with 


Correlation with Other Subjects. Because it is offered 


a 
| which it can be correlated. It correlates with English by 


| giving practice in oral and written expression; with bookkeep- 
ait 


| ing by showing how that department fits in with the rest of the 


| organization; with marketing, by knowing the types of organiza- 
‘| tion and their purposes ; with economics, by giving a knowledge 
| of business terms and providing the background necessary for 
| study of economic problems; the office practice, shorthand, 


j and typewriting courses, by showing where those positions fit 
in an organization and to give an understanding of the relation 
| of one business to another; with business English, by showing 
| the functions of the various departments, especially the adjust 
| ment department and the credit department; with commercial law, 
| by teaching the meaning of partnerships and corporations; with 


| salesmanship and advertising, by showing how organizations 


function. 


Correlation with the Cardinal Principles. Business org- 


| University. New York. 1932. p. 82 


| 
7enneé, H. A. and M. H. Social Business Education. New York 
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ees on correlates with the cardinal principles. It aids 


— 
health, by showing the necessity for it in business; the command 


of fundamental processes, by increasing the ability to read and 


yyye 
nderstand business problems; worthy pone eembereHi hy by in- 
: : 


yreasing man's worth to society; vocation, by showing the place 


and functions of the various types of clerks in business; civic 
od 

ducation, by helping the student to vote more intelligently 
per: 

because of the development of his understanding of business org- 


Jenizetion; moral education, by showing the need for honesty and 


°) ralty in organizations, and the effects that dishonesty will 
Bal 
have. 


General and Specific Aims 


General'Aims. The general aims of the course are to help 


] 


Jine student discover his primary and secondary interests in 


fos eenese , to encourage the student to read more on the subject, 
‘|r know the services that business gives, to inform the student 


lor promotional possibilities in business. 
we: 
Specific Aims. The specific aims of the course are to 


show the student what requirements are necessary to organize and 


ee Ooty on a business, to study the problems of the management 
| ana how to solve them, to give a knowledge of the duties of the 
Br icus departments of an organization, to show the relation of 
ta 
5 business to another, to show how different types of business 
: ae 


ae are organized and managed, to show the interdependence of 


r.. in a department, and the interdependence of departments. 


' 


4 f 


7 


epantetct af oh tot (ohee0 
* em 
bape * 

c 7 % 
Pee oF istow. ‘etaem, patent _ 


ae 


esoidev ait to enoldoaw't J 


edt atiqied yd, sob noube 


wee 


anottonogg | 


-53- 


Educational and Vocational Values 


Educational Values. The course gives a knowledge of the 
types of business organization, their functions, and their in- 
\€ernal organization. It develops a good attitude towards 

| business by showing that every one must do his part to make the 


Jorganization function. It develops an. understanding of the 


Vocational Values. The vocational values that it gives 
lare showing the promotion: 1-possibilities in organizations, the 


| need for planning in all types of business organizations to 


lake them function, and showing each worker's relation to the 
others. 


Equipment Required 


+ 


Ss ee 


Equipment Required. The teacher should have organization 
Charts, budgets, and booklets from companies with pictures of 
’ & ’ 


their plants. ‘he charts will show how the departments work to- 


_ [gether and the pictures will give an idea of the present plan. 
ithe Class-room Methods 

Some teachers use the textbook method but find that it is 
| |not very successful. ‘The textbook usually has no connection 

| with the pupils! experiences. Others use the textbook and com- 
pine problems with it. They bring in problems that will connect 
| the textbook with the students! experiences. ‘The problem meth- 
Jod is sometimes used to master the principles. The disadvan- 


tages are that there is a tendency for the problems to become 


lacademic and not to be taken from real life. Another method 
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ay is te ligakeponse entirely with the textbook and study 
Jersppines, magazine articles, and graphs. The material is mime- 
| ographed, read, discussed and principles derived. The lecture 
i... is used occasionally but it is generally unsuccessful 

| with high school pupils. 

| The method that is thought to be the best consists in 


erst finding out what the pupils do know about the subject. 


“ai 


‘The next step is to give them a carefully prepared talk with 


‘|aiiustrations and have them form the principles. ‘Then they are 


es aw: iene Barty 


‘| tested by having them make an outline, write a paper, or discuss 


ee 


fone principles to see if they are thoroughly understood. Differ 
pent phases of the principles are studied. 
| The project method is sometimes used, a project might be 
|to trace an order through the whole plant from the time it was 
| received until it was paid. 
| Tests 
The essay test may be used to test the students. It is 
_ |the best way to see if the student can apply the principles he 
_|has learned. The greatest difficulty is in marking the test. 
_ | rhe new typ= tests can cover the subject matter adequately but 
fae is difficult to test attitudes through their use. 

Available Texts with Analysis of One 
The list of texts is as follows: 
Jcorne11 and MacDonald Fundamentals of Business Organi- 
zation and Management 


New York. American Book Co. 


} 
\McKinsey, J. 0. Business Administration 
| Cincinnati Southwestern Pub. Co. 
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Business Organization and Admin- 
istration. 
New York. Gregg Publishing Co. 


Marshall and Wiese Modern Business 
ne New York. The MacMillan Co. 


Analysis of Textbook. The textbook analyzed is "Business 


+ 


| organization and Administration" by Cornell and MacDonald. 


The subject matter is arranged in an interesting manner. 


| rt introduces the big features first and then develops the de- 


| traffic, stock depurtment, sales department, advertising de- 
‘| partment , factory, personnel department, the use of graphs, 
statistics, forecasting, and budgeting. The English used in 

| the book would be difficult for anyone who had never taken any 


' Commercial courses because of the continual use of business 


| terms. The subject matter is up-to-date, and agrees with mod- 
ern practice. There are excellent questions provided at the 
end of each chapter. 


The book meets the aims of the course by showing the in- 


_ | terdependence of the worker and the department, by teaching 
management problems and how they may be solved, by describing 
business organizations and their internal organization. 


There are four hundred sixty six pages in the book and it 


ains seventy-five illustrations. They co not begin to ap- 


until the chapter on business organization is reached. 


The illustrations bring out important points in the chapter; 


| sales slip procedure. In the chapter on office division, there | 


| 
- 
’ 


} are excellent pictures of office appliances; in the chapter on 
| the purchasing department, copies of requisitions and purchase | 
records appear; in the one on storekeeping, receiving, shipping, 
and traffic, there are illustrations of stock records, delivery| 
maps, a chart of the receiving department of a retail store, | 
Sieites of salesmen's expense accounts; in the one on manufactur, 
ing appears an organization chart of a manufacturing concern; | 
in the personnel department appears a chart showing its activi- 
ties. The illustrations are up-to-date and well printed. 
The print is a good size. The lines are well-spaced and 
| the paragraphs are short. There is a seven page index. The 
book is written by William B. Cornell, a proféssor of manage- 
ment in the School of Commerce of New York University and by 
John H. MacDonald, who is an assistant professor of management 
in the same place. 
Summary 


Most schools offer business organization in the twelfth 


year. It can be correlated with business English, bookkeeping, 


marketing, economics, office practice, shorthand, typewriting, 


commercial law, salesmanship, advertising and the cardinal 
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departments of each type of business. 


type test are used. 
- 


The values of the course 


@raphs of the different types of organization. 


types of business organization and the functions of the various 


organization and showing the student the place of the individu 
al in it. There is no equipment required except pictures and 
5 The problem 

‘method is used in teaching it. Both the essay test and the ne 


ee . 
principles. The aims of the course are to teach the different 
{ ) . 


are the knowledge that it gives of the interdependence of the 


| 


Pat 


a donee’ o ¢ om Banu oF 


i 


ofvav sit “To anoLT onus? acts 


ce nlev 


eds Yo sosehasgebre tal ses ‘to pares th satis eubernoax. exis 


ybivi bret aiid io odelgq sad teebota edd gafwotte’ bas cote 


bie esguarrotq Jqooxe berTivpet saem@ince og ef erent + oat eae, 
ie F ‘ eh Rhy 


+ ‘ - + t — . oe " + : : « 


P mwwe. Biz ss ud Ce roc Gol Gil vw VO evi unidose “ 


Chapter VIII 
Commercial Geography 
Its Place in the Curriculum 
Ee in commercial geography is usually taught in 
| the tenth year. In a survey made of three hundred seventy-one 


| senools, it was found that fifty-nine schools taught it in the 


if 
: ninth year, one hundred forty-two in the tenth year, eighty- 
Ss i 


| nine in the eleventh year, and cighty in the twelfth year. 
Correlation with Other Subjects. Commercial geography may 
i] ve correlated with other subjects. It helps the course in Eng- 
) lish by insisting that the students speak and write correctly; 
. ‘foreign languages, by telling about other countries and the ef 
fect of geographical conditions on the character of the people; 
history, by showing the topographical features of the country 
cna their effect on the development of the country; shorthand 


and typewriting, by giving the student knowledge of the places 


to which they are writing; business organization and management, 

by showing the student some of the problems other countries 

must solve and their effect on our business organizations; 

salesmanship and advertising, by texching climate, products, 

purchasing power, needs, and transportation, thus enabling the 

student to decide what articles are worth selling am what ap- 

4 “peals to make to the inhabitants of other countries; and econ- 

. omics, by showing the trade problems of other countries, their 
Causes, and possible solutions of them. 


Correlation with the Cardinal Principles. The course can 


J 


| University New York 19352 pe 82 


Tonne, H. A. & M. H. Social Business Education. New York 
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Gustify its place in the curriculum by its correlation with the 
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| ment of a country; command of fundamental processes, by provid- 
| 
lang a background for the understanding of trade problems; worthy 


| 


hhome-membership, by showing causes of the development of local 


» 


. a 


|industries and the relation to the home; vocation, by teaching 


|the investment field and the foreign trade field, by showing the 


Jeonditions, the food, and the climate, the student is able to 


| determine if he would iike to live in other countries; civic 


jeducation, by being taught the conditions in other countries the 
student will have a better understanding of international prob- 
jlems, and knowing the climate and conditions in different sec- 
_ | tions of his ownccountry, he will understand his country's domes 
tic problems better. 
General and Specific Aims 
General Aims. ‘The general aims of the course are to give 
information concerning the rest of tne world and the relation of 
geographical conditions to the standards of living in the diff- 


erent countries. 


Specific Aims. The specific aims of the course are to 
develop geographical principles and to show how their functions 
‘yatfect economic life, to show how dependent we are on geogruphi- 
eal conditions and natural resources for our development, to 


show that geographical conditions determine the location of in- 
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djustries, and to show how to secure information. 


Educational and Vocational Vulues 


Educational Values. The educational values are an in- 


‘| crease in knowledge by telling about other countries, and how 


| to use reference books. It develops new attitudes by eliminat- 
| ing prejudice, by teaching tolerance of other countries and peo; 


| ple. It develops skill in using reference books and tracing 


| donditions in countries to geographical conditions. 
Vocational Values. The knowledge gained in the course c2 
|| be used in the selling, advertising, and investing fields, by 
| teaching the climate, soil, character of the people, the oppor- 
| ae there are for new products, and the appeals thet may 
ie made; for example, it would not be profitable to sezl coal 
| 4m England, when it has large mines of its own, or to sell au- 
_ | tomobiles in a country where there were poor roads. 
Equipment Required 
To make the course interesting to the students, specimens 
and samples of raw materials, plants, and minerals should be 


collected. Pictures, magazine articles, and newspaper articles 


| Should be collected, too. If possible, there should be lantern 


_ | slides. 


There should be easy access to an encyclopedia. There 


should be maps in the room and a globe. ‘The maps should be 


| large and of many countries. A good relief map is of great vals 


Class-room Methods 


The methods used in teaching the course are the lecture 


duvods 


Js wor sqoleved ar senood Sioa 


» 


to eonstelor-aniioass yd 


‘ rs ‘ : ‘ ef a = ke ee 
gifoacd bus exood ssnetstet gnteu ab fifte eqolevsb g 
yn 


.eaottibnco leside¢pmoss: of eetcdauoo aE Bao fee 


‘ i 
; i : ee 
TOS Cond oe 5 WIT 2s o IWHOSBLY Ori Bel ‘ Soi B \ Lamotte doy Wed 
_ te _ ; 


) 


ee er 


+ Wo ve ,ebfett gaiveevat base (antebivevba Ygniiies eds wt bee, ! 
. ‘ - ; Re 
, , pr 


be : r Pr 
aa -TO0t ond ot to joavtado .{ffos .stsmifo edd 
Lo 

ae ee 2 Cec 3, Oete. DOOTT We TOL Ste s78Hn7 


: - j 4 Ps ny ae 
are -ue [fee o¢ to , nwo edi to semim entel ead Sb aedw Yoaa in 


‘o .8beor toog exvew ered? stodw yrtnined Boar get 


. t . Z ‘ = 
NY 4 ‘ i { 
ad a r “s ” be & 
j FI ” é 
wow) 4 
- = 


waln ‘ : > 2 7 +t * | : bone ~ ee a} .¢ a! 
4 gy By foeqes ,ssnSsbuds i et hs kB ge “SIN setvod safJ SX aM oT 


as J + £ o +n ty 
os c LGai J : “s 2 = a PJ 2 
4 
( 
e rt “ *, 
; é 4 e ‘ a ak 25S GN 4 PALL 


is 
As 

; ‘Loyone me od oon Yeu ed 
‘i 

ay 

a 

Bi . j ~ 

ss, i 3 ILIFON i 9GO. 4 iO" 


‘ ae 
ak Saew ebbatton ont 


er pe an f =—_. 
3 be = 
mw Se , 


Py) 


d, the textbook method, the project method, the problem 


| metho 


| methoa, the Heuristic method, the inductive method, the type 


, and the deductive method. The lecture method is used 


|} occasionally to emphasize various points and to give material 


| not in the textbook. The textbook method is used as a basis 
| for the course. It gives unity to the course and a common 


| vackground. The disadvantage is that it usually does not give 


Mali the ‘material necessary. The project method is used with 


| the others and lends variety to the course, the same thing is 
| true of the problem method. 
When the Heuristic method is used, the student gathers 


| ana interprets facts. It is necessary to teach the student how 


| to get the facts and how to interpret them. a large amount of 


time must be spent in sug-eestive questioning so that he may get 


| at the main points. It is difficult to draw the line between 


| giving him too few suggestions and too many. It can be used to 
advantage in studying local industry. 


When the inductive method is used, the teacher presents 


| the facts and helps the students draw conclusions. It is of 
) value when studying industries outside the local community. 
7 The student does not get discouraged when using it and receives 
excellent training in tracing cause and effect. 


When the type method is used, an industry is chosen 


_ that is typical of a group and all sides of it are studied. 


| Then generalizations are drawn which may be applied to other 


industries in that group. It is valuable to use when little 
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time can be given to the course. 


The deductive method proceeds from cause to effect. It 


mt 


eannot be used at the beginning of the course because the stud- 


} ent has not enough knowledge to trace them. it shows the stud- 


} ent what conditions are likely to be found if there are certai 
“a” > ‘ 
| factors. 


Tests 


Five minute tests at the beginning of the period sre 


‘| found to be effective to see if the student has studied his 


| assignment. The essay tests may be used but each student is 


‘| likely to interpret the questions in a different manner. It 


} : 
‘| gives the student practice in putting his thoughts into words. 


The disadvantage of this type of test is the difficulty in 


} marking. 
‘ ) 


The new type tests may be used to great advantage. They 


| 
| 
| 
| 
| 


| are easy to mark and cover a large amount of the subject matter 


The disadvantages of the new type tests are that is is diffi- 


cult to test the ability of the student in drawing conciusions 


from facts given him and his ability to apply the principles 


it 
that he h=s learned. 
i* 


Available Texts with Analysis of One 


The list of texts is as follows: 


) 
| Brigham, A. P. Commercial Geography 
i Boston. Ginn & Co. 


Huntington, Ellsworth, Modern Business Geography 
and Cushing Yonkers, N. Y. World Book Co. 


Packard and Sinnot Nations as Neighbors 
: New York. 
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Manual of Geography 
New York. D. C. Heath & Co. 


Commercial Geography 
New York. Rand McNally & Co. 


Commerce and Industry 


Smith, J. Russell 
New York. Henry Holt & Co. 


“Staples and York Factors of HKconomic Georgraphy 
ar Cincinnati. Southwestern Publisn- 
ing Co. 


ell I eg) Sed 


| Whitbeck, R. H. High School Geography 
ia New York. The Macmillan Co. 


_Whitbeck, R. H. Industrial Geography 


New York. American Book Co. 


| 


22 > ieee 


amen 


mB: 


Analysis of a Textbook. The book to be analyzed is Sta- 


T 


ples and York "Factors of Economic Geography". It meets the 


aims of the course by showing the effects oi race, religion, 


and government on commerce. 


rainfall, temperature, mountains, plains, lakes, and seas have 


on the character of the inhabitants and on commerce. It points 


out the effect of topography on transportation. It shows how 


nations are dependent on each other, by taking up one important 


crop at a time, showing where it is grown, the conditions that 


it requires, what countries export it and what countries import 


it. 


The subject matter is arranged so that it gives a back- 


ground for the food products and resources discussed. It is 


| readable and understandable except that the language is too 


| flowery in some places, and sometimes too difficult for sopho- 


mores to understand. It is modern and conforms to present day 


conditions. The only criticism of the book is that it empha- 


It shows what effect climate, wind| 
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| for us to import other products and the extent of the importa- 


| tion. There is much to be said for that point of view. ‘There 


| are excellent text questions, problems, and projects given at 
| the end of each chapter. 
far: There are two hundred two illustrations in the book and 
five hundred eighty-four pages, a very good ratio. The pic- 
| tures are very good. There are very few maps, only ten small 
D) cmapa:showing the production of various crops in the United 
| States, seven colored maps, one each of the continents and one 
of the United States, tesla no relief maps, or a world map. 
There are only three graphs in the whole book. 

The book is printed in a good size type, has well-spaced 
lines, is attractively arranged, and has a ten-page, three-col 
umn index. 

The authors are well qualified to write the book. Mr. 
Staples is a Junior Master in the Dorchester High School for 
Boys where he teaches commercial geography. The rooms are 
well equipped with specimens, magazine articles, and maps. 

Mr. York is a Professor of Commerce, New York State College for 
Teachers, Albany, New York. 
Summary 
The course may be correlated with many other subjects and 


the cardinal principles. The aims of the course are to show 
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conditions have on commerce. The educational and vocational 


yalues of the course are thetknowledge it gives of other coun- 


ries, the attitudes of understanding and tolerance that it dev 


i - 


lops, the conditions in those countries, and their possibility 


of becoming a market of the United States. Maps are required 

land a collection should be made of newspaper articles, magazine 
pictures, and specimens of all kinds. All the class- 
| room methods may be used to great advantage, although the lec- 


| ture method should be used the least. As to tests, the essay 


| test may be used to determine the student's ability to apply 
| geographical principles and the new-type test to measure his 
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Chapter IX 
Salesmanship and Advertising 


Dee Its Place in the Curriculum 


Salesmanship and advertising are usually offered in | 


-} either the third or the fourth year of the four year senior 


| high school. Tonne found that one hundred two schools offered 
| the course in the third year and one hundred twenty-four 
schools offered it in the fourth ey 
| Correlation with Other Subjects. Salesmanship and adver 
af tising correlate with other subjects in the curriculum. They 
| correlate with business English by showing the aims of the let 
4 ters they will study, especially the sales letter; with econo 
| mics, by providing a background for discussing economic prob- 
lems; with bookkeeping, by emphasizing the purpose of some of 
| the bookkeeping entries; with shorthand, by teaching the mean- 
ing of terms; with typewriting, by explaining the use of cer- 
tain forms; with veuneugt ad law, by providing a background for 
some of the cases. 

Correlation with the Uardinal rrinciples. Subjects must 
correlate with the cardinal principles in order to justify 
| .their position in the curriculum. It correlates with health by 
stressing and strengthening sales resistance against poor prod4 
ucts; command of fundamental processes, by giving more ea 
in reading; with worthy home-membership, by showing how sales- 


men and advertisérs appeal to people, sales resistance is 


strengthened and money is spent more wisely; vocation, by offe 


Tonne, H. A. and M. H. Social Business Education. New York 
University, New York 1952 p. 82 
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‘ing a background for selling and advertising if the student 
|cares to enter these fields; with civic education, by showing 
iome of the abuses in the selling and advertising fields and 


er ating a desire to correct them; with the worthy use of lei- 


|to judge the amusements offered; with morai education, by show- 


Jing the student the need for honesty and trustworthiness in 


General and Specific Aims 
General Aims. The subjects are generally taught for 
Some of the 
Pedins are to teach the importance of a high standard of business 


|ethics, to develop an understanding of human nature, to improve 


| the student's appearance and manner, and to serve as a founda- 


Specific Aims. The specific aims of the course are to 


| give practice in constructing advertisements and sales letters, 


_||to develop ability to judge advertisements, to show the psychol 
| ogy pack of advertising, to show the relation between advertis- 


jing and selling, to show the value of advertising, and its 


| place in a firm, to teach the principles of salesmanship and 


| their application, to teach the basic principles of marketing, 


| to show the problems of marketing to the student and awaken a 


desire to improve it, to develop the ability to distinguish be- 


| tween honest advertising and dishonest advertising. 
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Educational and Vocational Values 


Educational Values. The educational values are the knowl 
Jappeals that are made to make a purchase possible, the attitudes 
‘|that it develops of understanding and judgment of salesmen and 


B 
advertisements, marketing systems, and the skill it develops in 


Vocational Values. The vocational values of the course 


is Pe 


lare the foundation that it lays for those who intend to special 


Equipment Required 
Very little equipment is required for the course. Copies 


| of advertisements and sales letters should be collected and cop 


fies of other textbooks in this field. 


Class-room Methods 

Of the class-room methods, the textbook method is the one 
most used with the lecture method a close second. The textbook 
method is excellent when it is supplemented with illustrations 
econ from experience. ‘She lecture method has to be used be- 
cause most of the textbooks stress the vocational aspects to the 
exclusion of all other topics. The drill method is used when 
= to write advertisements and sales letters. The prob- 
| lem method and the project mechod are also resorted to. 
Tests 


Both the essay test and the new type test are used. 
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es say test is used to measure the student's ability to write 
idvertisements and sules letters, and the new type test to mea- | 
e his knowledge of principles. 

Available Texts with Analysis of Two 


The list of textbooks is as follows: 


Essentials of advertising 
New York. McGraw Publishing Co. 


Introduction to Advertising 
New York. \icGraw Publishing Co. 


Fundamentals of Salesmanship 
New York. D. Appleton & Co. 


Salesmanship 
New York. Prentice Hall, Inc. 


Selling Process 
New York 


Elements of Retail Salesmanship 
Chicago. A. W. Shaw Co. 


Salesmanship and Business Effi- 
ciency. 
New York. Gregg Publishing Co. 


Elements of Retailing 
New York. D. Appleton & Co. 


A Textbook on Retail Selling 
Boston. Ginn & Co. 


A Short Course in Advertising 


| 
| 
| 
| 


New York. Charles Scribner's Sons | 


Language of advertising 
New York. Isaac Pitman & Sons 


Salesmanship 
Chicago, Lyons & Carnahan 


Textbook of Salesmanship 
New York. McGraw Hill Pub. 


Principzes of Advertising 
New York. A. W. Shaw & Co. 
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Walters, R. G. Fundamentals of Salesmanship 
_ Cincinnsti. Southwestern Pub. Co 
/ 4 al ae 
“Whitehead, Harold Principles of Salesmanship 
By New York. Ronald Press Co. 
_-.—s Analysis of Textbooks. The book analyzed is "Pundamentals 


ERLSa ieenanshi p" by Norris A. Brisco. It meets some of the aims 
| of the course but not all of them. It tells the place of the | 
Ri conen in business, the qualifications necessary to make a | 
| gooa salesman, the six steps in making a sale, the imvortance 
Diab ce knowledge of human nature to salesmen, the importance of 
| neattn, appearance, character, tact, personality, enthusiasm, 
‘| honesty, courtesy, confidence, memory, imagination, good Eng- 
| 1isn, knowledge of goods, how to handle customers and meet 


their objections, the relation between the manager and selling,| 


the manager and the salesforce, the effect of fatigue, welfare | 
| work, and training. ‘Through these he will learn the technique | 
“of a’salesman and be able to protect himself against them. ‘hel 
items lacking are a descrivotion of the marketing system, the 
salesmen's place in it, and its good and bad features. 

ay The material is arranged in pedagogical order. It begins) 
with general principles and then proceeds to break them up. rt 
tells of the industrial system first, gives the place of sales-| 


manship, then the qualities necessary and in part two explains 


} 
} 
| 
| 


| the relation between the manager and efficient salesmanship. 
| The language in the book is not too difficult for a junior or a 
senior. It is modern and conforms to present day conditions. 


Questions are provided at the end of each chapter with which a 
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student can either test himself or whitch may be used for review 
Bieta ione. 

len: - There are no illustrations. ‘the book is a size that is 

r to carry around. It is printed in a good size type and 


| the lines are not too close to each other. It has a ten page 


index . 
— VF The other textbook analyzed is "4A Short Course in Adver- 


‘| taisine" by Alex F. Osborn. It meets the aims of the course by 


| showing how the advertiser attracts attention and creates de- 


| Sire, the methods of distribution, how to plan an advertising 
Ja 
| Campaign, advertising through newspapers, magazines, street- 


ears, the dealer's store, and the mail. 


aye The book explains how advertising aids civilization, an- 


| alyzes its problem, discusses ways to win attention, how size 


| and color aid disply, the different kinds of type, the problem 


| of the retail advertiser, methods of advertising, and advertis- 


; ee © 


| ing media. the book is written in a language that the junior 


~ 
~~ 


‘or senior can understand. Some of the illustrations are not 


et ae 


= 
zs. 


up-to-date. ihe book was written in nineteen hundred twenty- 
two so some of the illustrations are not modern. ‘There are 


twenty-eight illustrations in the book and two hundred forty- 


— 


| four pages. Most of the illustrations are a comparison betwee 
| a firm's advertisements in nineteen hundred and those in nine- 
| teen hundred twenty. There is a chart on page twenty-eight s 
showing how to analyze the product and the prospect, one on 


page fifty-six showing the colors, one on page seventy-four 


| 


a “72 


‘showing the classification of printing papers, a table on page 
Pei ghty-one showing the amount of space different types take, a 
chart on page one hundred ninety-three showing what mediums are 
| used, tables on pages one hundred ninety-six and seven showing 
different classes of advertising and prices, and a chart of a 

| campaign on page two hundred thirty-eight. The illustrations 
aT printed and appropriate to the text. The book is 

Bia rited a type that is easy to look at and it is well-spaced 
it has a four page index. No questions are provided. 

Summary 

Salesmanship and advertising are usually offered in the 

| third or fourth year of the senior high school. ‘The subjects 
‘| with which it correlates are English, economics, bookkeeping, 

| shorthand, typewriting, and commercial law. The cardinal prin- 
| ciples with which it correlates are health, home-membership, 

| vocation, civic education, and moral educution. The sims of 
Rite cc our sie are to help the student buy wisely by showing him 

| how the salesman and advertiser work, and to show him how goods 
} are distributed. The values of the course are the training 

| that it gives in selling and advertising, and the attitudes 

| it develops. The only equipment required is a collection of 

| advertisements and sales letters. Of the classroom methods, 
| the textbook method is the one most used and the lecture method 


| is the next. Both the essay test and the new type test are 
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Chapter X 
Business English 
Its Place in the Curriculum 


Business English is generally offered in the senior year 


* 


| sixty-four in the eleventh grade, and one hundred thirty-four 
“in the twelfth oulees 
ba Correlation with Other Subjects. Business English can be 
“correlated with only a few subjects because it is generally 
taught in the senior year. It correlates with English by giv- 
| ing the meanings of terms; with bookkeeping, by showing the 
| kinds of letters that are necessary to send out When accounts 
| are not paid; with shorthand and typewriting, by showing the 
| forms of letters, how they are written, and why they are writ- 
| ten; with economics, by giving the meanings of terms; with com- 
| mercial law, by showing when some affairs of a firm have to be 
taken to court to be adjusted. | 
Correlation with the Cardinal Principles. Business Eng- 
lish correlates with the cardinal principles. It correlates 
| with health by showing the necessity for it; tommand of funda- 


q “mental processes by giving more practice in reading and writing} 


| with worthy home-membership, by knowing the best way to order 


goods and how to make complaints so that prompt adjustment will 
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positions; worthy use of leisure, by teaching how sales letters 


jare written, thus making the student a better judge of the a- 


! 


|musements that are offered; and moral education, by showing the 


need for honesty when dealing with people. 


General and Specific Aims 


+ General Aims. The general aims of the course are to dey- 


; elop the student's knowledge of business principles, to give 


_|the student a knowledge of business literature, to develop an 


jinterest in current books and magazines, and to develop the 


_ |nabit of clear thinking. 


Specific Aims. The specific aims of the course are to 


teach the students the various types of business letters, the 


|methods of writing them, to develop the ability to speak well, 


f 


ito give more practce in the use of punctuation, to give some 


|arill in spelling, to increase the business vocabulary, to re- 


| view grammar, to review the business forms, telegrams, and the 


use of the telephone, and to develop the proper attitude 


towards business correspondence. 


Educational and Vocational Values 


Educational Values. The educational values of the 


course are the knowledge that it gives concerning the business 


principles with which to conform when writing letters, the 


knowledge that it gives of the various types of letters and 


when they are to be used; the attitude that it develops of un- 


| derstanding of the management's problems, and the interdepen- 


dence of all departments; the skills it develops such as writ- 


cabut vec snp bite okt 


5*) 


ud onto Ede one Certo bas ; bone 339 heine aed -s 


«tA fodabian ees ‘ain 


Lexeneg eiT ,emta Saspce a 


to 89 3 he Lwort e'gnobyde ‘eid 


fe 
Taek An a! he 


saiteud 10 sxbelwoml a. trebs ae | 


U.S 


tne tro ot dane 


ainehyse os3 sone 


yeu. 
gaiitaw 29 ebod tem 


ni gos0a%g etom ovls ot 
siont ot .aatiisae at tf 
welvet og 
i—bae ,enongelad 
broqes Tt09 saentendg ebrawo 
{aco £38 ow Dh 


rs 


ay Senots goube . 


j Sa 
epbolwont ont 2 TR. ETE T 


W 


od totsin dtiw aelg tont 
try 


suotrey sid to aevig 41 gard sgbeiwoml 


| Ral: 
edd ;beas ed od ene ‘eens. a 


g e'Inomegscem esd to antbamge 


3. ,ednemtasgeb ifs 20. 


-75- 


J el 


= 
Peele 
a, 


a good business letter, using correct grammar, and spelling 


correctly. 

q Vocational Values. ‘The vocational values that business 

le glish develops are the ability to write a good business letten, 
| the ability to spell correctly, to know the correct forms in 
Riettcr writing, the ability to punctuate correctly, and to use 

| good grammar. The course is very important to the stenographer 


| nd secretary, und to the bookkeeper es well. 
\ 


| Ta 


| Equipment Required 

3 The only equipment required is samoles of all types of 
| business letters. It makes the course more pructical if the 
| student cun see some of the work that is being done. 


Class-room Methods 


If a good textbook is used, the textbook method can be 
ere successfully in teaching business English. ‘The lecture 

_|method is not suited to the teaching of business English to 
Pinker school students. it is not interesting. ‘he discussion | 


method can be used in teaching several parts of the course. The 


drill method is used when teaching the different types of let- 
E sérs, when reviewing grammar, and when studying spelling. ‘the 
[Project method can be used by writing a series of letters for 
lone company , involving all the various types. ‘The problem meth- 
Joa can be used when teaching the use of the various types of 164 
neése: 
| Tests 
| 
| 
| 


The essay test can be used to measure the student{s abili- 
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y to write letters, and the new type test to measure his 
“knowledge,of grammar, spelling, and punctuation. 


Available Texts with Analysis of One 


Modern Business English 
New York. Prentice-Hall Inc. 


The Business Man's Rnglish 
New York. ''he Macmillan Co. 


Business English 
D. C. Heath & Co. New York 


Business English and Correspon- 
dence 
Boston. Ginn and Co. 


Actual Business English 
New York. The Macmillan Co. 


Applied Business English 
Gregs Publishing Co. New York. 


Business English 
New York. The American Book Co. 


Handbook of Business English 
New York. Harper and Brothers 


Business English 
LaSalle Extension University 
Chicago. 


Essentials of Business English 
Chicago, LaSalle Extension Uni- 
versity. 


English for Business 
New York. Konald Press Co. 


The Enelish of Commerce 


New York. Charles Scribner's Sons 


Business English 
Cincinnati Southwestern Publish- 


ing CO. 


Handbook of Composition 
New York. D. C. Heath & Co. 
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Analysis of Text. The text analyzed is "English in 


Business" by Dudley Miles. It meets the aims of the course by 


|iness situations, the second, to the expression of ideas for 
_jeffective business communications, the third, to the methods of 


| expressing ideas clearly and correctly. ‘he language is not too 


|difficult for a senior to understand. Tthe subject matter suits 


| tne conditions of today and there is plenty of drill material. 

| there are two. hundred twenty-two exercises. There are at least 
¥ sixty two copies of correct letters in the book. They are ar- 
a ranged to suit the chapter and to emphasize certain points in 


jit. They are up-to-date and well printed. 


The book is written in a lignt type, well-spaced, and 


|very easy to read; with very attractively arranged illustrations 


_}usually bordered. It has a twelve-page index. 


Summary 


Business English is offered in the senior yesr of most 


b high schools. It can be correlated with bookkeeping, shorthand 


4 typewriting, economics, and commercial law. It can be correl- 


_ | ated with the cardinal principles. The general aims of the 
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course are to develop an interest in current books and mags- 


zines, and to develop the habit of clear thinking. 
E The specific aims of the course are to tesch the differ- | 
ent kinds of business letters anc their uses, to review gram- 
| ,» and to review punctuation. 

_ The educational values of the course are the knowledge 
that it gives about letters, the attitude of understanding, 
that it develops regarding management problems, and the skill 
“in letter writing that it develops. The vocational values 
that it gives are the ability to spell correctly, and the abil 
ia ty to punctuate and capitalize correctly. The only equipment 
‘Pemired is thet of samples of all types of business letters. 
all of the class-room methods are used in teaching the subject. 
| The new type tests can be used for testing grammar, punctuatio 

| and capitelization and the essay test for measuring the stud- 
—ent!s ability to write letters. 
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Chapter XI 


Economics 
Its Place in the Curriculum 


The majority of schools teach economics in the twelfth 


| grade. Out of a survey of three hundred and three schools, 


| fonne found that thirty-six schools taught it in the ninth 
grade, thirty-two in the tenth grade, eighty-three in the elev- 
enth grade, and one hundred fifty-two in the twelfth grade. 


He found that one hundred eighty-three schools taught it only 
1 


| one semester; the others, two. It is offered in the twelfth 
grade because educators feel that a good background is necessa-=- 


ry. 


Correlation with Other Subjects. Because it is general- 


ly thought to be the culmination of the social business sub- 
aa jects, there is not much correlation with the other subjects. 
| It is correlated with business English by giving reasons for 
credit letters; bookkeeping, by giving the economic background 


of it; and history, by giving the economic aspects of it. 


Correlation with the Cardinal Principles. Economics juss= 


tifies its place in the curriculum by its correlation with the 


cardinal principles. 


It contributes to health by explaining 
‘the principles of edonomics so that the student will learn to 
invest wisely and not worry over bad investments; command of 


| fundamental processes, by improving oral and written expressio 


worthy-home-membership, by stressing the background of business 


and the way in which economic principles work; vocation, by 


a3 
Tonne, H. A. and M. H. Social Business Education. New York 
University. New York, 1932 P82 
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providing a knowledge of economic principles for those who will 


|go high in business; civic education, by giving the principles 


showing how every one is affected by these principles, and 
lby showing that violation of these principles leads to malad- 


justment with a heavy cost of getting back to normal. 


General and Specific Aims 


General Aims. 


The general aims of the course are to dev- 


Specific Aims. The specific aims of the course are to 


tell the student wnat the principles of economics are that un- 
derlie business, to develop clear thinking in business terms, 


to develop the ability of the student to read, understand, and 


J analyze intelligently current economic problems, to show the 


}place of economic organizations in our social structure, to 


teach the student to apply economic principles to business, to 


‘show the worker how he is affected by economic principles, to 


4 
point out the relations between government and economics, to 


show the relations of the employers and employees to each other, 


their responsibilities and duties. 


Poy} 


Educational and Vocational Values 


Educational Values. ‘The educational values are the 


knowledge that it gives of economic principles, economic organ- 


izations, their place, form, and function, and the effects of 
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economic principles; the attitudes of understanding that it dev 


elops -oncerning labor problems and government plans, and inter- 
national problems; and the skill it develops in interpreting | 
} economic problems. 

| 

ei (eo 


| cerned with the higher positions. It is essential for the exe- 


Vocational Values. ‘he vocational values are mostly con- | 


cutive to have a knowledge of economics to be able to interpret 


‘business conditions correctly. 


7 


+ > 


| . Equipment Required 
. 


| 4 The only equioment required for the course is copies of 

| other economic textbooks and newspaper and magazine clippings. | 
| the textbooks are necessary to give the student an ides of | 
| whet other economists think and the clippings are necessary | 
| to provide material for practice in applying the principles | 
| learned. | 
| Bee Class-room Methods | 
| Some of the class-room methods used are lecturing, dis- 

MP euasion, problem,and the project. 

M fhe lecture method is used quite extensively in teaching 


| economics. A formal lecture is ineffective because there is no 
| eetivity on the part of the student. When the informal lecture 
‘| is given, there is first a review of the material studied, sec- 
| ond, association with pupils' experiences, and third, a connec- 
| tion made between these two and the new topic. It is effective 
to use when teaching abstract principles and to use when econo- 


mists present two different theories of a subject, or to summa- 
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| newspapers, and magazines on capital and labor, wages, rent, 


|} and competition. iiaterial can be selected showing all sides of 


‘ er x te: 7 | 32 = 


}] The student is asked to state all the facts of a given case. | 


Sometimes the teacher will take the opposite side of the case 


to bring out the points involved in each side. ‘his method 


ay The problem method is not used very much. It is not sat 


| isfactory in high school because a large amount of analytic 
power is needed. The advantaces are that it presents a real 


| situation, the same method of solving is used that would be 


( used in business, and it correlates any business experiences 
| 
Fi 


There are three types of problems used. ‘YThe first are 
those th-t concern economic theory and fact. Yhey are valuable 


} in teaching theory. It is possible to construct problems from 


the question. It is best to select current economic problems. 
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‘Problems shoul@ be selected that will show the relation between 
economics and other social puainess subjects such as commercial 
law; for example, is it right for organized labor to keep out 
| unorganized labor. The third type of problem is the case prob- 
7 isn. A real problem is presented vith several solutions. It is 

‘required of the student to settle the points of issue and de- 
| cide what solution is the most satisfactory. The disadvantage: 
| of this method is that it consumes a large amount of time and 
| the problems are usually complex. It is difficult to get cases 
| erat meet the student's capacity and time enough to illustrate 


| and discuss the economic points involved. Business houses are 
‘ ‘7 


p 


= to give any inform-tion but if problems can be found 


in local industries to discuss, the course is very interesting. 


The project method is very seldom used, although it is 


The drill method is used to give practice in applying 
principles. The textbook method is also used. 

Tests 
The essay test is the best to use to measure the student's 
ability to apply principles. The new type test is used to 
measure the knowledge of subject matter. The disadvantages are 
chat it is difficult to measure attitudes with it as well as 


the ability to analyze and to pick out the important points. 
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Available Texts with Analysis of One 


Some of the available texts are as follows: 


mm HA at 
| Fradenburgh, A. G. 


Eeonomics for High Schools and 
Academies 
New York. The Macmillan Co. 


Elements of Economics. 
New York. Silver, Burdett & Co. 


Elementary Economics. 
New York. The Macmillan Co. 


Elementary Economics. 
Boston. Ginn & Co. 


Economics for the Upper Grades 
Boston. D. C. Heath & Co. 


Elementary Principles of Hcono-# 
mics 
New York. The Macmillan Co. 


Essentials of Economics 
American Book Co. New York 


Principles of Economics 
New York. Harcourt, Brace & Co. 


Elements of Economics 
New York, Charles Scribners Sons 


Fundamentals of Economics 
New York, Allyn and Bacon 


The Science of Business 
Boston. Ginn & Co. 


An Introduction to Economics 
New York. Gregg Publishing Co. 


An Introduction to Economics 
Chicago. Rowe, Peterson & Co. 


Our Economic Organization 
The Macmillan Co., New York 


Introduction to Economics 
The Macmillan Coi New York 
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Economics for Secondary Schools 
Boston. Houghton Mifflin Co. 


| Riley, gz. By 


| splawn and Bizzell Introduction to the Study of 
4 Economics 


Boston. Ginn & Co. 


Blementary Economics 
Boston 


Introduction to Economics 
Boston. D. C. Heath & Co. 


Analysis of Text. The book analyzed is Thomas N. Car- 
‘| ver's “Elementary Economics". It meets the aims of the course 
| wy discussing what makes a nation prosperous, the problem of 
| distribution, wealth, labor, wages, capital, productive activ- 
| ittes, money, and banking, and social reform, and gives a 

| background for the problems the students are most likely to be. 


interested. 


The subject matter is well-arranged. Any senior should 


| be able to understand the words used. It is up-to-date, and 
contains excellent questions at the end of each chapter. 


The book has forty-four illustrations, consisting of 


twenty-seven pictures, twelve charts, and five maps. Some of 
the pictures show the old and new ways of manufacturing and 

the change machinery has made. The charts bring out the main 
points in the chapter. They are up-to-date and well printed. 
The book is written in a type that is easy to read and 
with well-spaced lines. 
The author of the book is well qualified to write on the 
subject. He is a Professor of Political Economy at Harvard 


University. 
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Summary 


Economics is usually taught in the twelfth year for one 


semester. It is taught to give an understanding of economic 
principles and their application to business problems. The val- 
we of it is the development of understanding of labor problems | 
an other economic problems. The lecture method and the dis- | 


cussion method are the ones used the most. The essay test is 
better suited to measure the application of the economic prin- 


k os 


ciples than is the new-type test. . 
: | 
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: Chapter XII 


Methods of Teaching the Social-Business Subjects 


| Walters presents three metnods of teaching commercial 

| subjects; the recitation plan, the unit plan, and the contract 
tien. They are described in the following pages. 

y 8s fhe Recitation Plan 

iz The characteristics of the recitation plan according to 


| Walters are as follows: 


> "], The grouping of students, regurdless of their indi-i 


Ae 


‘| vidual differences, who have reached a certain step on the edu- 
cational ladder, into “one class". 
| 


2. The belief that the outcomes of teaching are knowl- | 


3. The division of subject matter into "lesson assign- 

| ments.” | 
{ 4. The use of a lesson plan. 

| 5. The recognition of distinct types of lesson presenta 


| 
manor. } + | 
6. A testing program. 


7. The use of passing acu a? 
The advocates of the plan claim it is democratic because 
it gives an equal ovportunity to all. ‘The opponents claim that 
it hinders the bright pupils from getting all they can out of 
the course, that the course is planned to suit the capacities of 
the dull pupils and the bright ones are not working as hard as 
they should. 


q Walters, R. G. Methods of Teaching Commercial Subjects. Mono- 
‘| graph No. 16. Southwestern Publishing Co. Cincinnati. 1932.p. 20 
_ 
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The outcome of teaching-knowledge, attitude, and skill- 


are important. It is difficult to form a worthwhile attitude 
unless there is knowledge of the subject, and difficult to 

| acquire skill unless there is a knowledge of the principles. 

ae Because the subject matter must be divided into lesson 
| assignments the teacher must know the textbook thorougily and 
| x ow how to plan his work in order to get it done in the 

| allotted time. If he hasn't time to cover the work given in 
| the textbook, he must know what points to omit. Under this 

(| pian the assignment must be carefully made to the students. 

| The lesson plan that is used is divided into the topic, 
Pt ene teacher's aim, the preparation, the outline, the presenta- 


> 


| tion, and the assignment. ‘The outline and the presentation 

| are usually the same. An outline written on the board helps 
leehe student. 

1 fhe types of lesson presentation that it recognizes are 
Bi tthe inductive, the deductive, and the drill. When the induc- 
| tive plan is used it is necessary to follow these five steps: 
Bereparaticn, presentation, comparison, generalization, and ap- 
MB siidation. 

It is necessary to use a testing program to determine 
| the results of this lesson plan. The tests that may be used 
are as follows: 


1. The prognostic test which tests the ability of the 
child to do the work. 
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struction is weak. 
3. The achievement test which helps determine what the 


child is learning. 


4. The diagnostic test which shows wherein the teache 


has failed. 


The teacher usually marks by the following grades: A, 
Is, C, D, and E, the D and E indicating failure. 
a 


| Advantages. The advantages of the plan when applied 


FO the social-business subjects are obvious. In all of them it 


‘|i. necessary to know the facts in the course before determining 
i h 


| 


|business gives and the purposes of the course it would be diffi- 


one's attitude. This is especially true in junior business 


training. Without knowing a little about the services that 


—jeult to decide what one wanted to do in business. In commercial 
‘| geogre phy it would be difficult to know the effect of geograph- 
- [ac conditions unless the conditions ak waive In economics, 
dat would be difficult to apply the principles, unless they were 
eincwn. In business English, it would be difficult to write a 

- | gooa letter unless it was known what it should contain. No 
 |sxki11 ‘- interpr ting conditions could be developed unless the 
{facts were known. It is an advantage to the teacher and the 
 |student to have both the aim and the outline of the lesson on 

k. the board. Being able to use more than one type of lesson pre- 
" |sentation is an advantage. In all the courses some principles 
can be taught best by using one of the three methods. ‘he in- 


ductive method can be used to developtthenprincipies in the 
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Ricars.c and the drill method can be used to give practice in 
applying the principle. 
try | Disadvantages. The disadvantages of the recitation meth 
Pha when applied to the social-business subjects are as eetialg| 
hel ‘i 1. The difficulty of keeping tre brighter pupils inter- 
pein. ested when those of various capacities are grouped to- 
gether. 
2 The need of constant review to make sure that facts 
are presented in relative order when the course is div- 
ided into lesson assignments. 

The Unit Plan 
The characteristics of the unit plan are ag follows: 
"1. The recognition of individual differences of stud- 
= 2. A belief that the main outcomes of teaching are atti 
| tudes and skills. 


ig 3. The substitution of "mastery" of subject matter for 


tt grades. 
at 4. The division of subject matter into logical teaching 
| units rather than into arbitrary lesson assignments. 

5. The recognition of a “learning esbigust 

Advantages. When teaching social business subjects, it 
| is an advant =ge to recognize that some pupils are capable of 
| doing more work than others. The course is much more interest- 
_ | ang to them. Reteaching the unit to the poorer student is 


| another advantage. 
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Recognition of the fact that the main outcomes of teach- 


ng are attitudes and skills will prevent the teacher from | 


4 


spending all her time on developing knowledge. It is especiale- | 
1 important to have attitudes emphasized in the teaching of so- 


ial business subjects. 
hae 


The advantage of substituting mastery of a subject for 
passing grades is that better work will be done by the students 
Se | 
and the habit of learning thoroughly instead of a "get by" at- 

| 


titude will be developed. If the passing grade is 60% it means 
Peo! 


that in spite of the fact that 40% of the work is wrong the pu- | 
aad 


Pil will pass. It is setting up false standards for the stud- | 
AB | 
ent. In business, the student would make a very poor stenog- 
’ e - : 


| 


rapher if oniy 60% of the letter were correct and a very poor 
bookkeeper if only 60% of the accounts were correct. 
wor: 


g - fhe advantage of dividing the course into units is that 


the pupil is conscious of working on that particular unit, while 


jit he is told to study so many pages he does not associate them 


| with the book as a whole. 
a 


The advantage of recognizing the "learning cycle" is 


| 
| 
| 
| 
| 
| 
| 
| 


Jtnat the teacher will use the three steps: stimulus, assimila- 

Jtton, ana reaction. They are important to use in the social | 

ines subjects. It is especially interesting to note the | 

‘|pupils' reactions. | 
| 


Disadvantages. The disadvant=ge of the plan is that all 


| 
the teachers in the school must use it to make it effective. 
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another disadvantage is that it takes up a great deal of the 
teacher's time. 
iz The Contract Plan 
_-» fhe characteristics of the contract plan are as follows: | 
" "1, The recognition of the individual differences of 
student. 
| 2. The laying out of definite units of work to be com- 
pleted in a specified length of time. 

fi 3. The use of "suide sheets" for students to follow in | 
| Completing the contract. 
4. A grading scheme based on one grade for doing a mini 
‘mur assignment and ome mis iad higher grades for completing 
additional assignments. | 
. Advantages. The advantages are that every pupil is doing 
work suited to his capacity, and it can be used in skill sub- 
jects. | 
f Disadvantages. The disadvantszges are that there is very 
. little teaching but much tuboring. also, it is difficult to 
_ menage a large class under this plan. If the plan is to be 
successful all the teachers in the school must use it. Its 


particular disadvantage when it is applied to socizl business 


ubjedts is that discussions are completely omitted from it. 
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Chapter XIII 
Testing Procedures 


ot: fests may serve a variety of purposes. Their uses are 


follows: 


1. To measure memory. 

2. To measure a teacher's efficiency. 

3. To determine the achievement of any pupil ina 

given subject at a given time. 

4. To review a subject. 

5. To help in placement and classification. 

6. To determine the individual differences in the 

pupils, their diificulties, and corrective measures. 

7. To compare classes. 

8. To provide a goal for the pupils. 

9. Lo give the pupils a standard by which to judge 

their work. 

10. To improve teaching. 
The two types of tests used are the essay test and the 
_ |new type test. A third type of test is the standard test. 
| The Essay Test 
Advantages. The essay test presents the following type 
lor question: "Discuss life insurance". It is very easy to con- 
|struct; it may be dictated, mimeographed, or written on the 
blackboard; it is inexpensive; it is fair because of the fact 
jthat it is based on the subject matter. 


Disadvantages. One disadvantage is that the questions in 
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“the test may be subjected to different interpretations; thus 

| making the test difficult to score. When more than one answer 
is correct, it is difficult for the corrector to mark fairly. 
i second disadvantage is that very little subject matter can 
| be covered in a short time. 

| The essay test can be used in all social business sub- 

| jects but it is particularly well suited to commercial geogra-. 
Dipny, business English,and economics. When the teacher of com- 


| mercial geography, wishes to see how the pupil can put togethe 


y 


| facts and discuss their relationship to the development of com 
|. 


| merce in the countries of the world, the essay test suits her 


| 
| 
| 
| 
| 


| purpose. It can be used in business English when testing the 


7. 


| pupil's ability to write letters, and it can be used in econo- 


| mies when testing the pupil's ability to apply economic princi 


| ples to economic problems. 
a The Standard Test 

Advantages. The advantages of the standard test are that 
‘| cthe teacher is able to compare his pupils with those in the 

| same town, another state, city, or town, and that he is able 

| to measure his teaching with those of others. 

Disadvantages. The disadvantages of the standard tests 
| are that they are expensive, that they are given very few 


| times during the year, that they are difficult to score, that 


test that part of the work which is applied to local conditions. 


Up to the present time, there are no standard tests for 
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The New-l'ype Tests 


The new-type tests are classified as follows; the true- 


false test, the judgment test, the selection test, the associa- 


| tion test, and the completion test. 


7 
hs 


Advantages. The advantages of the new-type tests are 


that they are inexpensive, that it is not necessary to spend 


Disadvantages. The disadvantsges of the new'type tests 


are that the pupil is given so much of the true facts that it is 


|} not very difficult for him to determine the correct answer, for 


that reason it encourages guessing rather than accurate and 


careful studying, and that sometimes false statements are re- 


tained in the pupil's mind as being correct. 


The True-False Test. The true-fulse test consists of 


| making a statement and having the pupil indicate whether the 


statement is true or false. The material on which the test is 


to be given must first be decided. Statements should then be 


made concerning this material, some being true and some false. 


The next step is to arrange the statements. The order of the 


true and false statements should be varied every time atest is 


given, otherwise the pupils would quickly recognize any fre- 


quently used arrangement and would use that knowledge in deter- 


mining the correct answer. The statements should be carefully 


made, so that the correct meaning is conveyed. The best way to 
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“give the test is to have it mimeographed, but if that cannot be 
iene, the next best way is to dictate it. The least satisfacto 
} ry way is to write the test on the board, since writing the 

| statement takes a long time. On the other hand, some teachers 
| prefer it to the dictation method, because pupils are better a- 
| ble to judge a statement if it is written. Ome great advantage 
| of the true-false test is that it offers a good review of the 

| course. The true-false test can be used in all social business 
| subjects. 

| The judgment test is used to test principles rather than 
| facts and because of that it is admirabley duis: waited to so- 

| Cial business subjects especially commercial geography, adver- 
| tising, salesmanship, business organization and management, and 
economics. In the judgment test a true statement is made and 
| the student is asked to state the reason why it is true. To 
prepare the test it is necessary to select the material on 
which it is to be given, to select the principles that are in- 
volved in the subject matter, to construct the statements to 
which the principles can be applied, and to arrange them in 

| chance order. The test may be dictated, mimeographed, or writ 
ten on the blackboard. The second and the third method men- 
tioned are the best because the student is given an opportunity 
to reconsider both the statements and his answers. This type 
of test is more difficult to score than the true-false type. 
There may be more than one reason why a statement is true but 


one reason may be more important than the others, and because 
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| give and the students enjoy taking it. It can be used for all 


‘| the social-business subjects. It is necessary to select the 


| it has been found that if there are four statements in a series 


| a score of three should be given if one is out of order, a scor 


The association test is used to determine what the stud- 


| ent remembers. It can be used to cover a large amount of sub- 


| ject matter. It helps the students to understand new terms and 
| new words. It can be used to test the meanings of dates, names 
| and places. The test can be used very effectively in geography 


| the subject matter should be selected first and than any key 


| words or phrases in it. Before presenting them to the student, |. 


they should be arranged in a haphazard manner. The dictation 
method may be used in giving the test. The disadvantages of 
this method are that the student may not number the answers 


correctly or he may not hear the question correctly. The 
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Beipoard method may be used thus suving the pupil's time. 
Bs tances, method may be used. It is more satisfactory to 
Me rekéhers and to the students bec use there is no chance of 
|misunderstandine the question. The test is not difficult to 


| score. It is necessary first to examine the answers to see if 
, 
there is more than one correct answer to a question. Next a 


ralue must be placed on these answers according to the degree 


of accuracy of the association made. 


|. The completion test measures the student's ability to 
eB 


omplete statements. It shows the pupil that he needs to study 
in order to be able to complete the statements. The test is 
| easy to construct. The subject matter is first selected and 


y 4 
}then the statements are chosen. Finally the key words are de- 


‘| cided upon, the statements are rearranged, and the test is give 
| to the students who supply the missing words. The dictation 
ee gives very poor results. It is difficult to dictate sen 

| tences with the words missing. ‘The blackboard method is more 
a because the student can see the whole statement 
[ene the place for the missing word. The difficulty is to find 
| The mimeogreaph method is best because the student has the state 
| ments directly in front of him. 

Most teachers find it best not to use one type of test to 
: | the exclusion of all others, but rather to use all types. ‘he 


new-type tests can be used in testing all the social-business 


‘| the time to write the test when the pupils are out of the room. 
subjects. The true-false, completion, association, selection, 
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Chapter XIV 


ea 
| 
| 
| 
| 
Sequence of Social Business Subjects in the Curriculum | 
Requirements for Taking the Social Business Subjects 

There have been very few requisites established for so- 
_}eial business subjects. Tonne in his book on “Social-Business 
TRauc ation" states: "In the case of econo ics a small number of 
Bienoois require American or European history as prerequisites. 
[Been fewer require economic geography or history of commerce. 

| che vast majority require none. ‘The only requirement yy, as a c 
“|rute, for business law--and that quite infrequently--ia one 


semester of economics. In economic geography an occasional 


isahool requires general science, junior business training or 
Euhyai ography i The most frequent requirement for taking business 
| English is three years of general or academic English. An occa 
‘Vsionei school requires a year or more of shorthand. Ina few cz 5 


eases, a course in economic geography is required for business 
hd 1 . 


organization and for history of commerce." 
Curriculum 
It will be seen from the above that there are very few 
| requisites for the courses and not a very well-thought out pro- 
|gram of social studies. At present the social business subject 
] 


| teachers are working under difficulties. ‘There has been very 


i 
f 


| 


little done in deciding the sequence of courses, and the content 
of each one to make a complete whole. Tonne suggests the fol- 


lowing program of social business subjects: junior business 


_ | University press. New York. 1932 p. 88 


y 
‘oa 
— 


Tonne, H. A. and M. H. Social Business Education. New York | 
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| training for the eighth grade, history of business or commerce 
| for the ninth grade, economic geography for the tenth grade, 
| business organization and management, the first semester of 


| the eleventh year and marketing the second semester of the 


| year, business law the first half of the twelfth year and 
1 1 


|| economies the second half of the twelfth year. 


The following table shows the results of a study made 


| 
| 6f ten high schools outside of Massachusetts: 


raining 
Rlementary business 


phy 
| (Public speaking and 
jcommercial geogra- 


| |Jamization and econo 
{mics 

| |Economics 
Business English 
Business organiza- 
tion 
Salesmanship 


| Tonne, H. A. Administration and Supervision of the Social 
_ | Business Subjects in Public Senior High Schools Eastern Commer- 
| Cial Teachers AssoCiation Third Year Book 1930 DD. 225 
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The following table shows the results of study made of 


a 


j thirty-nine high schools in iassachusetts, indicating the years 


‘|in which the various social business subjects are taught: 


Tenth |Eleventh 
Grade |Grade aC 


|] Junior business 
| training 

|| Bookkeeping 

_ || Commercial geogra- 


|| Business organizas 
| |Aion 

|} Commercial law 
Economics 

Business English 

| Salesmanship and 
_advertising 


Tonne made a study of more than three hundred schools and 
1 
the following table shows the result of his investigation: 


Nint Tenth BHleventh Twelfth 
yrade Grade Grade Grade 


Per Per Num- |Per 
Subject ber |Cent|jber |Cent|ber |Cent]| ber |Cent 
Economics oo jig.) S2 (1066) 85. | 27.4 | 152 |50.2 
Business law 4 Bak 96 |25.7| 247 166.04 
Economic geography o9 {15.9 89 | 24.1 80 {21.6 
Business English 22 8.7 64 |25.4/] 154 |53.2 
Business organizatio 28: 129.5 65 |68.4 
Junior business 

training Bao, [eet 
Salesmanship 2 9 
Advertising is T@ 
History of commerce 

| Banking 


It is interesting to note how the actual facts conform 
with the suggested social business program. Junior business 
training was suggested for the eighth grade but none report it 


as being taught that year. The history of business or commerce 


Tonne, H. A. and M. H. Social Business Education. New York 
University. New York. 1952 p. 82 
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las suggested for the ninth year and no school reports it as be- 


ing taught that year. Commercial geography was suggested for 


the tenth year and thirty-eight and four tenth per cent of the 
schools reporting teach it that year. Business organization 
was suggested for the eleventh year but twenty-nine and five 


tenths perccent teach it in the eleventh year and sixty-eight 
a 


law and economics were suggested for the twelfth year and fifty 
and two tenths per cent teach economics the twelfth year and 
Riki y six and four hundredths per cent teach business law the 
‘twelfth year. Summarizing, it is found that commercial geogra- 
phy, business law, and economics are taught in the years sug- 


gested for them. 


four tenths per cent teach it in the twelfth year. Business 
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Chapter XV 


Conc lusions 


It was found that junior business training was the only 
| social business subject offered in the junior high school. ‘This 
a 


‘| subject is a combination, arithmetic, penmanship, business forms 


and information concerning business. The social business sub- 
io * 


‘| jects offered in the senior high school are bookkeeping, commer 
AN law, business organization, commercial geography, salesman 
| ship and advertising, business English, and economics, and those 
at bt or ca in the junior college are bookkeeping, economics, com- 
Beeretal law, business organization and management, and commer- 
etal geography. 

mers It is seen that in all the courses there is an emphasis 

Hy 6a “tte social side, and a tendency to give more information con- 
| cerning the social order and to awaken a desire to improve it, 
and that the textbooks are changing to conform with this change 
in aims. | 

| More and more schools are offering social business sub- 

| jects and the number of pupils taking them is increasing. 

Junior business training is usually offered in the ninth 
grade, serving as a prevocat onal course. Bookkeeping is of- 
fered in the tenth grade. Emphasis is placed on teaching the 

_ |management point of view and having the student able to read and 
- |understand the financial statements. Commercial law is taught 
to give information about business law and to develop a respect 


for law. Business organization and management is taught to show 
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the different saheene of business TES their method of 


' mY 
| functioning, and to discuss management problems. 


Commercial geography is taught to show how the functioning 
| ‘of geographic principles affects commerce and to show the inter 
| dependence of nations. 
1, Salesmanship and advertising are taught to show the meth- 
| o@s of marketing and the effects of good and bad advertising. 
| Business English is taught to show the form and purpose 
'of the different types of business letters and to improve gran- 
Z. punctuation, and the vocabulary. 

Economics is taught to develop an understanding of econom 
| tc terms and princioles. The trend now is to offer a course in 


ys . . .- 
aero tems of American democracy, which combines economics and so 


Of the three methods of teaching--the recitation plan, 

| the unit plan, and the contract plan--the recitation plan is 
the one most often used. All the methods of presentution--lec- 
ture, textbook, project, problem, and drill--are used to some 
/extent in teaching the social-business subjects. 

| The new-type tests and the essay tests are both used to 
fi measure results. the new-type tests are gaining in popularity 
because they can cover much more material than the essay test, 
they are more definite, and they are easy to correct. Although 
ithe advantages are so great, some essay tests are given because 
they are used so much in college and because they give the 


preotogy and shows their application to the problems of today. 
students an opportunity to organize facts and to present them. 
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There are Very few requirements for taking the social 


isiness courses in most high schools, and aithough a few high 


shools offer a definite sequence of courses, there is a large 
mount of material that is given in more than one course. 
meceo, Norri: ) 

ere is, however, a definite trend toward working out a four 


ear program in social business subjects ior secondary schools. 


7 THE END 
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